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THIS SIMPLE DEMONSTRATION SHOWS YOU... 
Why Mosler Revo-File is leading 
the revolution to rotary card filing 


1. No costly transposition needed ov 1 
you chan 


hile. No key 


Vv cards when 
tok 
Revo-b ile 


. drop ‘em 


into a Revo-File and go to work! Revo-PFile i 


ingle-drum rotary card file of its type that let 
this! It saves an averawe of $200 in change-« 
right at the start 


from slow poke tine-wasting 
hole punched cards 


your present cards by 


file 
needed by 
handfuls. . 


Just pu k up 


. olten much more! 


sd 
; nn _— 
‘ > as 
bs 
ki. . 

"ay aye For big-volume card filing! J hic new 
2. No chance of losing cards! Kevo-b ili 3. No limits on work speed! Since cards Minise Dnandile cam. asrommodati 
has an exclusive, patented method of are not attached, one or hundreds can be more than 80.000 cards. Has all the 
holding cards in drum without relying on removed and re-tiled instantly. Easy to exclusive features of Revo-File mn 
holes punched in cards or other methods place Revo-File in most restful working a biewer scale. Electricall trolled 
of attachment, which often cause wear, position for any clerk, Cards come to het drums rotate independent! lf 
mutilation, and eventual “fall out’ of not vice versa. All standard and most off- clerks can work at same time 
cards from drum into base of file. (No size cards accommodated. Manual and 
trapdoor needed in Revo-File.) automatic clectric selector models 

pea ; 
i.e lf you have 3,000 or more active cards which are used 
as \ continuously for reference and posting, mail coupon, today! 
a ° 
> , { 
“ 4 L . ' i ' i e7 i I { 
e fosler Roto-File f a plica 
a Another fine product of Ponts 
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W. D. Burnett, first vice president, Monolith Portland Cement Company 


“Daily conference calls tie our 
widely scattered offices together” 


Co-ordination of sales and pro ing to Mr. Burnett, “but faster 
duction is essential in selling cé far less expensive. Helps us pro Conference Telephone Rates Are Low 


ment Sa\ VM DD. Burnett, of duce at the lowest cost hip from 
First Each added 
Monolith Portland Cement Co the nearest plant Most of all, it Three-way ce i minutes " nels 


, ‘ * ‘ uA Los Ange! Lar 
And with plant and offices makes for better teamwork nes! “ne ty sramie $40 5¢ 


Here are some typical daytime rates 


» "le a 2 . Four-way call 
The telephone can help your Chleses, tMitewshes 


v e tas p ( . 
\ngel the fastest way to co business operate more profitably, Omaha and St. Louis 


spread from Laramie to Los 
$400 
ordinate is by tel phone too. A telephone representative will Five-way ca 
New Yor’ Boston 
Key men meet daily on a 9:30 gladly so you hoes. Just Ft Pittsburgh, Baltimore 1K 
rT | lik call your Bell Telephone 4’ 4 | and Trenton, N. J = 
a.m. conference call. “Just like _ 
) Company business office. . by Ald Ghia 00%, badecad quien Gon 
meeting around a table,” accord BELL TELEPHONE SYSTEM 
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Two pieces added...one taken away 


|} 


Mace ° owler new YORK: 305 EAST 63rd STREET + TEmpieton 8-5900 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


and you wouldn't believe 
it was the same office. 


Take one away, add two .. . sounds like those 
number games we used to play when we were 
kids! But with Macey-Fowler figuring, it is the 
kind of arithmetic that can come up with an an- 


swer that will please the most astute businessman. 


There has been many an office, where Macey- 
Fowler has done such expert computing and mul- 
tiplied the efficiency of the working space. 


And, speaking of figures, the matter of cost 
follows naturally. Expensive? Not at all. Whether 
you are a giant corporation or a small business, 
you can easily afford the luxury of Macey-Fowler 
furniture . . . for the best costs less in the long run. 
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Office Methods, Equipment, Personnel, and Purchasing 


Sponsor of the “Office of the Year” 


in this issue: 


The all-important office (Editorial ) 


M4 » 
Systems stressed as communications medium at SPA 


meeting seveebievescoesseseaeaned 


“The round file:” 
practical? .-..--.---0+eeereeee: 


by John Hockman 


when. where. and how is it really 


Ford’s new offices follow “glass and steel” pattern 


How Westinghouse cut order processing time by sixty 


per cent 


by Ralph Arlin 


AMA meeting stresses systems, automation, to offset 


personnel shortage 
(Conclusion) 


Automation in the office 


Does your office compute overtime pay correctly ? 


by Robley D. Stevens 


Tools of the office series -. 
This month: Filing equipment 
by Robert Beeman 


The nine basic rules to follow to insure the best re- 


sults from work assignments 
by Ernest W., Fair 


Awards 


29 


30 


33 


70 
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DECEMBER—the month = of 
Christmas holidays, short day 
light hours, and a rushing finish 
to close out end-ol-ahe-year bus 
iness is the month when office 
ghts are turned on early, and 
burn—ofte»—late into the night. 
But even the weariest worker has 
one conso!*tion—he can look out 
ind enjoy cue ol the most Spec 
tacular of American scenes—the 
blaze of lighted skyscrapers on a 
winter ¢ ring. 
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HOW 


XEPOGRAP 


cuts duplicating costs $18,700 a year 
and speeds paperwork for 
D. W. ONAN & SONS INC. minnesers 


In 1918, D. W. Onan started his 
business in a small, rented garage 
in Minneapolis. Today D. W. Onan 
& Sons Inc. is a leading manufac- 
turer of electric plants with 
world-wide acceptance and use of 
Onan products 

‘To produce Onan Electric Gen- 
erating Plants, controls, engines 


Sales Letters 


Onan has found many applications 
for xerography as suggested by the 
above uses. Originals are copied quick 
ly by xerography onto masters. These 
masters are used to run off multiplh 
copies on an offset duplicator, In this 
way Onan produced 100 current pro 


Anything written, printed, typed 
or drawn can be quickly copied 
by xerography onto masters for 
duplicating. Copies in the same, 
enlarged, or reduced 
size can be made 
from one or both 
sides of the original 


material. 


MINNEAPOLIS, 


and generators of many types and 
to distribute them to a power-hun- 
yry world, take among other 
things much pape rwork. Nerog 
raphy the dry, electrostatic copy 
ing process, has helped speed this 
paperwork for Onan and cut du- 
plicating costs $18,700 last year 


15,300 masters prepared by XEROGRAPHY last year to speed multiple 
copies of Instruction Manuals @ Parts Catalogs @ Service Bulletins 
Internal Forms @ Instruction Sheets @ Parts Price Lists @ Technical 
Bulletins @ Tool Catalogs @ Plant Model Index © Sales Bulletins 
Engineering Drawings @ Product Price Lists @ Research Bulletins 


duction instruction catalogs; over 400 
different bulletins to Onan Service 
Center over 5OO different instruc 
tion sheets contamin issermbling in 


formation, ete, The Parts Price List 
sent to Onan Distributors is one of 
the best applications for xerography 
The oriwinal i etuponvi ible record 
panels, each price typed) separately 
on cards which mount on the panel 
When there is a change in price only 
the card IS changed and the whole 
panel is quickly copied by xerography 
onto a master for thy mes or revised 
pram Thus, with xerography rmiult pl 
copies can be ready in minutes follow 


ing an announced chanue 


WRITE for ‘proof of performance" folders showing how 


xerography is saving time and thousands of dol- 
lars for companies of all kinds, large and small. 


THE HALOID COMPANY 
56-48X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


( ZE-ROG-RA-FEE) 


The fastest, cheapest, most versatile way to make masters for duplicating 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


Military reserve duties 
create business problems 


The military reserve obligations of 
men who have been on active duty or 
who are members of the Re ady Re 
serve have brought new problems to 
employers, according to Commerce 
Clearing House, Inc., national organi 
zation devoted to reporting matters of 
tax and business law. 

CCH notes that substantially greater 
reserve participation makes it neces 
sary for employers to familiarize them 
selves with the new rules, 

As the Reserve Forces grow under 
the voluntary and compulsory pro 
grams, employers will be faced with 
sharing to some extent the military re 
serve obligations of millions of young 
men while on civilian jobs, the report 
said. 

In the years to come, most reservists 
will be absent at least two weeks, and 
in some cases 30 days, each year, CCH 
observes. Questions will arise in the 
minds of employers with regard to 
military leave -of - absence policies, 
which may also be subject to collective 
bargaining with union representatives. 
These include the following 

Should vacations be granted re 
servists in addition to military leave? 

Should the reservist be paid during 
his military leave? 

Should the reservist be paid if grant 
ed additional time, and in what man 
ner: 

Will production problems arise 
when reservists are absent for active 
duty? 

How will the practice of shutting 
down the plant and giving employees 
vacations at the same time affect the 
reservist? 

How will a leave-of-absence policy 
affect the job morale of the reservist? 

The CCH report notes that the re 
servist 1s not entitled to leave with pay. 
The statute, howeve r, does not prevent 
employers trom paying reservists all or 
part of their pay while on training 
duty Any discrimination against a 
reservist 1s invalid 

The Reserve Forces Act of 1955 re 
quires participation in Ready Reserve 
active duty for training by all persons 
entering the Armed Forces under any 
type of Reserve program alter August 
9 1955 

This duty may be for not more than 
17 days, plus a minimum of 48 annual 
drill periods, or, alternatively, for not 
more than 30 days active duty for 
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cBEE © kK 


" 


“Sure we can give you 60-day delivery! 
“Let’s have the details. 
We'll send out for lunch.” He doesn’t 
know it yet, but those hamburgers will 
cost him plenty. 


said the boss. 


In certain departments he hasn't the 
capacity to handle that rush. So other 
orders will suffer. Customers will get 
sore. Overtime will eat into his profit. 
Here’s « man who needs the Keysort 
Plant Control Plan. For PCP could have 
prevented this situation 
office. 


PCP not only helps management plan in 


right in the 


advance, it helps you as well. With a 


minimum clerical burden, you achieve 
flexibly, 
easily. Your office people simply punch 


greater reporting accuracy 


pertinent information into the Keysort 
. and summa- 
rize direct to reports. There's no tran- 


cards ... Keysort them. . 
scribing ...no costly, time-consuming 
intermediate steps. You work with the 
original document only. Information is 
gathered daily — as it happens. Manayge- 
ment gets it on time. And at remarkably 
low cost. 


The nearby McBee man has a presenta- 
tion which will show you how it’s done. 
Phone him, or write us 


eeee © e ce eve ee 
0° 6o%%e o e @ eegee 
See, © 3 eos e 
2 e 
Poco’ C00 $e 3 « 


Punched-card accounting for any business 


nulactured ex ely by 
Offices in principal cities « In Canada: The McBe. 
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Baltimore Business 


1ZATIONS 
er Quality 


InVOICE jor Payment 
’ 


Forms combine all 


billing and shipping forms into one! 


Regardless of how you billorship. 
whether by rail and truck exclusively, 
or by parcel post or express, or any 
combination of these Baltimore 
Business Forms will combine all forms 
into one. Invoice, labels, packing slips, 
accounting copies and bills of lading, 
all to be typed at once 


if you have a combination of rail, 
truck and parcel post, all of the above 
forms should be used except the bills 
of lading . which you don’t have to 
use for parcel post. When biils of lad- 
ing are needed they can be combined 


in perfect registration and all copies 
can be written at one time. You owe 
it to yourgelf to investigate these 
quick, easy ways to organize and cut 
costs of your billing and shipping. 


Send for free samples or recommen- 
dations! At Baltimore Business Forms 
every representative is an experienced 
“system planner,” capable of solving 
any business form problem. Write 
today for samples or an unbiased 
recommendation. THe BALTIMORE 
Business Forms Co., Dept. A, 3134 
Frederick Ave., Baltimore 29, Md. 


The Baltimore Business Forms Company 


(THE BALTIMORE SALESBOOK COMPANY) 
Saving time and reducing costs in business and industry 


end Cronk Models 
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training, at the option of the Armed 
Services. Failure to comply results in 
a penalty of 45 days of annual training, 
the CCH report states. 

Whichever alternative applies to a 
reservist, he has leave-of-absence and 
job reinstatement rights. The leave 
45 day 
training period, even though it is a 


of-absence right covers the 
penalty provision for those failing to 


comply with duty requirements. 


Income tax law changes 
recommended by AIA 


The American Institute of Account 
ants, through its committee on federal 
taxation, has submitted a list of 262 
recommendations for changes in the 
income tax law to Senator Harry PF. 


Congressional 


Byrd, Chairman of the 
Joint Committee on Internal Revenue 
Taxation. The AIA committee warned 
that year-to-year plugging of loopholes 
in the law endangers public confidence 
in the nation’s tax structure. 

S. Seidman, 
CPA, of New York, said the proposed 


would 


Committee chairman J. 


changes eliminate 


many im 
perfections and uncertainties in the 
existing code, but added that “a good 
hard look 1s needed to see what can 
be done about the increasing com 
plexity of our tax law, and its numer 
ous special provisions and inequities,” 

The comiunittee, which has been on 
record since 1946 tor favoring a non 
partisan study of federal taxation tech 
niques, Stresses in its report the need 
lor Congressional action to bring ac 
counting for tax purposes into closer 
conformity with accounting for finan 
cial purposes, and recommends that 
taxpayers be permitted to deduct spe 
cific expense reserves and defer speciti 
items of prepaid income. 

Another recommendation 1s that 
taxpayers be permitted to average in 
come over several years tor tax pur 
poses. The committee urged adoption 
of an averaging plan which it pro 
posed several years Apo, believing it 
would help farmers, protessional men, 
small businessmen and others whose 
Income fluctuates trom year to year. 
The present law taxes these people 
much harder than taxpayers whose in 
comes are comparatively stable. 

\t present, the only deductible ex 
pense of job hunting 1s employment 
agency fees, but the committee recom 
mends that taxpayers be allowed to 
deduct the direct cost of secking em 
ployment, such as traveling for inter 


views, reproduction of resumés, tele 
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APPLYING RECORDAK MICROFILMING TO BUSINESS ROUTINES—NO. 22 IN A SERIES 
tT. “4 ce 


New credit reporting system 
checks your history in 1 minute 


Ama) illo Credit Association, Amarillo, delayed a day as they used to be when answers were 
Texas, saves $300 a month with Recordak received around closing time. 


Microfilming. And the stores ut serves SRECORDRK 


no longer waste 30-60 hours po month aes - sat i 
ubsidiary of Eastman lak Company 


originator of modern microfilming— 
and its application to business routines 


checking customers’ records for Association. 


By photographing its members’ customer-ledger cards 
in a Recordak Microfilmer—and storing the films at shows how more than 100 different types of business— 
the finger tips—the Amarillo Credit Association de- thousands of concerns — cut daily costs with Recordak 
livers incredibly fast service with less clerical help. Microfilming. 


Free .. .“Short Cuts That Save Millions.” New booklet 


“Recordak”’ us a trademark 
Imagine looking up credit information on 15 cus- _-~~~-MAIL COUPON TODAY 
tomers in 15 minutes! It used to take this long just to RECORDAK CORPOKATION 


(Subsidiary of Eastman Kodak Company) 
15 Madison Ave 5 New York eA N # 


contact a store’s credit manager and read off a list 
of names for him to check! Now he’s spared this 


Gentlemen: Please send free copy of 


i | » 4 d wl cre h “ used tc be lagued | y : 
tedious job An — ° : pias ”) “Short Cuts That Save Millions.” 


G.-12 
forty or so phone inquiries daily from the Association, 


he now gets one or two. Nannie Position 


The Association, on the other hand, isn’t held up Company 


waiting for credit managers to answer; reports aren’t Street 
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IT BELONGS in every modern executive office. It provides security 


for valuable papers with the convenience of easy accessibility. Each 
drawer in the Herring+ Hall- Marvin SAFE RECORD FILE is actually a 
fire-resistive safe, carrying the Class ‘‘D’’ Underwriters’ label or the 


Class 7 


C"' (at slightly higher cost). 


Two, three and four-drawer models are available, legal and letter 
sizes. Locking ts controlled by a key lock; combination lock available 
at extra cost. The drawer suspension is new, exclusive. In recent 
tests with an 80 Ib. load, the drawer opened and closed smoothly 
after 50,000 cycles (the equivalent of opening and closing the drawer 
six times a working day for 32 years). Cross tray files, shown here, 


can be furnished for all drawers. 


COLORS TO MATCH THE 
DECOR OF THE MODERN 
OFFICE. There is a choice of 
three popular colors, but special 
finishes to blend in with any 
decorative scheme are available 


at small extra charge. 


CATALOGUE AND 
PRICES ON REQUEST 


HERRING > HALL> MARVIK SAFE CO. 2 *%:. 


Hamilton, Ohio 


rn 


a a 
anne, Mall MAR Sa C 


; “a > 
Branches in: New York, Chicago, Boston, Detroit, San Francisco, St. Louis, Dallas, *, A 
Atlanta, Philadelphia, Minneapolis, Washington, Houston, Denver, Kansas City 4 Save * 
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phoning, postage, and advertising. 
Such a change would give the worker 
looking for a job some of the same 
deductions enjoyed by businessmen 
seeking customers. 


The 


closely-held corporations be 


that 
granted 
the option to be taxed as partnerships 


committee recommends 


This would eliminate the tax factor in 


determining whether to 


organize a 
business as a partnership or corpora 
tion. The original version of the 1954 
Tax Code included this provision, but 
it was later dropped. 


Another 


recommendation is the re 


moval of the present tax on 15 per 


cent of dividends received by on 
Since the 


dividend has 


corporation trom another. 


corporation paying the 


already paid a corporate income tax 
individual stock 


holders will be subject to tax, the com 


and distribution to 
mittee believes the intercorporate divi 
dends should not be taxed, 

Mr. Seidman dispatched the recom 
mendation simultaneously to the offices 
of the Joint Committee of Congress on 


Internal] 


Revenue Taxation and the 


Treasury Department. 


Automation needed to fill 
demands for workers 


Not only will automation not reduce 
job opportunities, it will be needed to 
make it possible for the available labor 
supply to go around, it was predicted 
at the Instrument-Automation Confer 
and Exhibit of the Instrument 
Society of America, held recently in 
the New York Coliseum. 

Robert E. Boyden, chief engineer of 
the Clary Corp., San Gabriel, Calif., 


ence 


manufacturer of adding machines, cash 
registers, and equipment used in con 
nection with electronic business ma 
chines, observed: 

“By 1975, when automation is ex 
pected to reach its full impact on U. S. 
industry, it is conservatively estimated 
that there will be a demand for some 
20,000,000 more workers than are in 
the present-day labor force. 

“This workers 


will result from the growth in popula 


demand tor more 


tion, with the Ink reased consumption 


ol goods and services. 


“Population growth in the next 20 


years,” he said, “is expected to exceed 


35,000,000, but. in the same period, the 


| | 1 
working population, embracing per 
: | , \ 
sons from 20 to 65, will rise only about 


15,000,000, creating an as 
} 


shortage, 


er ipated 


worker ind this when auto 


mation will be at its peak 
t 
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NEW BOOKLET 


NEWEST ELECTRONIC 
DATA PROCESSING EQUIPMENT 


STEWART! 


mea 9 W FERECIRONICS 


WARNER! A Division of Stewart-Warner Corporation 


WULL: Stewart-Warner Electronics, Department 42, 1300 N. Kostner Ave., Chicago 51, iilinols 
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Direct 4-second copies 
hans by electricity dlone! 


“ 
ie 
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needs no chemicals 
or negatives 


All you do is plug it in! The new 
THERMO-FAX Copying Machine is 
All-Electric, Makes perfect copies of 
your originals—whether typed, printed, 
in just 4 seconds for 
as little as 4Y%¢ per copy. Exclusive new 
process eliminates chemicals, fumes, 


written or drawn 


negatives and special installations. Send 
the coupon below for details on the 
money-saving Ad/-Electric way to speed 
communications in your othce. 


Thermo-Fax | 


Duplicating Products 


The term THERMO FAX is @ registered 
trademark of Minnesota Mining and Mig 
Co, St Paul 6, Minn General Export. 99 
Park Avenue, New York 16 N Y in 
Canada P O Box 757, London, Ontario 


Minnesota Mining & Mfg. Co. 
Dept. KN-126, St. Paul 6, Minn. 


THERMO-FAX Copying Machine. 
Name 

Company 

Position 

Address 


ee a eee 


City Zone 


eats 


Send complete details on the time and money-saving All-Electric 


Thermo-Fax 


COPYING MACHINE 
STORY 


sabia iaaindeliiaatacinis siulipdanal 


State 


encinndich cin dan euseine aun aun eneeundenegnerseubennene aman ene ane ememmnanad 
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Mr. Boyden added that, while their 
jobs will not be in jeopardy, American 
workers can look forward to automa 
tion’s doing something else. It will 
climinate most ot the tedious, routine 
jobs at mills and machines, and in 
accounting departments. 

Job monotony, he predicted, will 
eventually be largely eliminated and, 
as automation comes into more general 
use, there will be a continuing upgrad 
ing of workers to more congenial tasks 


as the machines take over the mon- 


otlonous routines. 


UCLA and IBM plan first 
university computer center 


The University of California at Los 
Anue les and the Inte rnational Business 
Machines (¢ orp. have 


establishment of what is described as 


innounced the 


“the world’s first university computer 
center devoted to the study of compli 
cated business management problems.” 

The new center will be located on 
the UCLA campus and will be known 
as the Western Data Processing Center. 
It will be used by business researchers 
and students from colleges and unt 
versities in eleven western states, 

The center has been made possible 
dollar galt 
IBM, including the use of a 705 Elec 


by a multi-million from 
tronic Data Processing Machine. The 
705 is one of the giant digital com 
puters designed lor handling business 
data and management problems. 

The computer will be housed in its 
own research building, half the cost of 
which will be contributed by IBM. 
Raymond B. Allen of 
UCLA said, in announcing the project, 


Chancellor 


“This new research facility will be 
used to speed the development ola 
vast new profession of business man 
Apers trained to use new techniques 
mad possible by electronic computers.” 


IBM's director of data processing 


g 
machines, Dr. Cuthbert C. Hurd, pre 
dicted that 10,000 large 
scale digital computers will be in oper 


ation in the United States by 1966 and 


more than 


that more than 170,000 professionals 


must be trained to run them. “That 
is a professional group larger than the 
American Medical Association,” he 


said, “and we have less than a decade 
to build it up.” 

Dr. Hurd said that computer special 
ists must be educated to analyze busi 
ness problems and translate them into 
machine language. They must gain a 
thorough knowledge of a business or 


ganization, the art of decision-making, 
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“LEADING MANUFACTURER OF 
PRE-CAST CONCRETE PRODUCTS” 
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“ ralionals save us 123% a year on our investment”’ 


—MARIETTA CONCRETE CORPORATION, Marietta, O. 


“National Accounting Machines satisfy our 
every accounting need — accounts receiv- 
able and payable, cost and sales analysis, 
payroll, and general ledger. They maintain 
the timing required for record control at 
our five widely-separated manufacturing 
locations. 

“Because of the nature of our business, 
our volume of detailed accounting work is 
less than required by most concerns which 
are leaders in their field. Yet, Nationals 


save us $12,100 a year on our original 
investment of $9,830, or $1.23 on every 
dollar invested. 

“National's versatility permits convenient 
shifting from one job to another. Operator 
training is simple. And the automatic oper- 
ations produce more work with far less 


effort.” 
ra Z 
: ' President 


THE NATIONAL CASH REGISTER COMPANY, varrown », onto 


989 OFFICES IN 94 COUNTRIES 


DECEMBER 1956 


For More information From Advertisers Use Readers 
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In your business, too, Nationals 
will pay for themselves with the 
money they save, then continue 
savings as profit. Your nearby 
National man will gladly show 
you how. (See the yellow pages 
of your phone book, or write us 
at Dayton 9, Ohio.) 


TRADE MARK REG. UV. 6. PAT. OFF. 
Wautional 
ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS — 
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THE ORIGINAL 
... THE ONLY 


YEARBOOK 


OF THE 
OFFICE MARKET 


NOW IN PREPARATION ... THE 1957 EDITION 


Advantages for OFFICE MANAGEMENT'S editors are now hard at work gather- 

ing the material and putting together the new 1957 Yearbook. It 

ADVERTISERS in the is still the first and only reference work of its kind in the office 
if Office Management field—published originally as a mandate from office management 
YEARBOOK exeuctives concerned with office administration —and since, 


acclaimed by their leaders everywhere. 
A Directory Catalog. [he OFfiCl 


The YEARBOOK serves to interpret the revolutionary changes 
MANAGEMENT Yearbook, as the 


a that are taking place in office techniques; to present the vast 

annua review of technica aavances, 3 . 
Pe new machinery and equipment . number of new types of machines and equipment and to bring 
comprises a solid directory catalog coordinated catalog-type information in handy-form for use in 


end efficient buying quide for manage America’s substantial offices. 
rent executives 4 bas selling 


tool for advertisers 


Long Life for Advertising Message. USED ALL YEAR— 


Naturally the information and ervice 


rendered by the Yearb ok c qeared FOR VITAL DATA 


for use through ut the year Whenever 


and wherever referred t , your message ie P : ay . . 

and catalog information will be there The entire YEARBOOK is sectionalized to enable the user to 
iy to tell your story locate the specific information he wants, immediately. Here are 

Extra Reader Interest. Published i the classifications where readers can select the needed information 


March for reterence throughout the 


for effective office operation: 
entire year, the Yearbook information 


re no per ag — use end reader in e Trends in Automation and e Tools of the Office—Survey 
ee Ciretett Sa earn anil Integrated Data Processing of Machine Developments 
xtra Circulation. The OFFICE M, ; Sia aa ee 
AGEMENT Yearbook issue (and your e Systems Design, Forms Re ° wie of oe 
advertising message) will have the vision and Simplification = LAC “EO and -quipment 
largest circulation of the year the i laa a Offic e Personnel Practices 
requiar 24000 subscribers, plus an ° , cw ey emer tae ice e Catalogs, Booklets and 
, ——e bonus of 7,000 copies to “noes an urnishing Brochures 
— me epeciss — tor this once e Directory of Manufacturers e Office of the Year Awards 
yeor relerence bo ° : . > = “s 
@ FE > wore e ’ p . 
No Increase In Rates. With o!! these of a Furniture and Fur Preview of 1957 Calendar of 
plus values there will be r ncrease nis ings Events 
in rates for advertising in the Yearbook P ‘anata, 7 - 
Your contract rates apply Be sure to include the YEARBOOK in your 1957 Schedule for 
Dynamic . . . Expanding Influence. Office Management. Phone, wire or write to reserve your space. 
T influence of OFFICE MANAGE 


Do it now for choicest positions. 
MENT in Amer a's large office field 


jramat ally demonstrated t 


esto we dla yea gianyn Ric ‘ 1957 OFFICE MANAGEMENT 


pod rculation ha jrown trom 11,000 


ptr 8h 0 aa YEARBOOK 
ber 1954, to 21,000 in September 195! 


‘ 24 OO f ember 1956 ar 
srowts 1 (Published in March—as a 13th issue) 
CLOSING DATE Published by GEYER-McALLISTER PUBLICATIONS—Publishers since 1877 
JANUARY 15, 1957 212 Fifth Avenue, New York 10, N. Y. « MUrray Hill 9-4411 
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and learn “how to think” on a com 
puter. 
Dr. Neil H. Jacoby, dean of the 


UCLA Graduate School of Business 
| 


Administration, commented as_ fo 
iOWsS 

“The modern university business 
schoo] must accept the responsibility 
for educating its students in the use of 
electronic equipment in management. 
Valuable as these machines have al 
ready proved to be, the full extent of 
their application remains to be discov 
ered by research. Our schools of busi 
ness administration in the West will, | 


know, accept the challenge.” 


People are biggest concern 
of executives says AMA 


The importance of human beings 
ranks high in the view of American 
business CXecullves, according to the 
American Management Association. 

The October issue of The Manage 
ment Review, AMA monthly maga 
zine, contains a report by Lydia Strong 
on a recent survey of 214 top and mid 
dle management executives. Although 
ho questions were asked ibout human 
relations, the responses indicated that 
these men regarded people as their 
number one concern. 

The ability to work with people was 
viewed as the quality most needed by 
an executive. The yreatest rewards 
and some of the worst headaches Jie 
in dealing with people, according to 
the report. Executives frequently indi 
cated that they wished they had 
learned more about human relations 
and the humanities when they were 
in school. 

While the ability to work with 


people was listed is a char icteristic ol! 
the successful executive by more than 
¢ aS many executives as any other 
ity, leadership ability, w llingness 
sten 10 other people s ik as, ind the 


y to «cle evate work to others. were 


7 


iluable attributes. 

econd nost valued 

integrity, wl the third was 

While such intellectual 
llivence, judgment, 


Imagination, 


l ‘ 
taken lor vrante d 


spond 


ents indicated that the 
haction they derive from 
enjoyment of work 
On the other hand, 


dealing with people 


I 
DECEMBER 1956 


Mew 


hand cleaner 
manieunod lool 


Contains Lanolin 


FLOATS OUT 
HECTOGRAPH, 
RIBBON, CARBON, 
INK STAINS — 


Clean Hands gently 

removes stubborn 

office stains—including 
hectograph dye—without resorting 
to harsh abrasives and solvents 
Your girls will thank you because‘ 
it ends “chemical hands” 

and cracked cuticles... ends 


' 
scrubbing, too! 


When Clean Hands is applied 
before starting the office day, 
annoying stains can’t set. Grimiest 


grime rinses away effortlessly 


free sample Send for this free sample 


bottle Just fill in and mail with yous pany letterhead 


COLUMBIA RIBBON & CARBON MFG. CO, Inc 
6712 Herb Hill Road, Glen Cove, N. Y 


Fill in and send with company letterhead 


Street 


City : Zone State 


a 
* 
- 
2 
Company ‘ 
a7 
a 
= 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 15 


\ ie ‘fe nw , 4 
i > f 
‘ ee: é 
ae 
Ree 
Syn 
— ro 
ee x 
i =: 
ip Z pear Af. 
Cn 
n oe ’ \ Vg: 
ad d % 
_ Sa 
ke i oh 
~ een ‘ 
GENTLY, SAFELY! WS ) af. 
q » SS ° _ ™ oe 
\™ _ _— an 
‘ * * ol r . er 
e/)\ \ a Dihed; 2) : oF 
a J enon -f j ae 
. SMaR pane Py, age fa 
j im 
SQuees, tASTiC 2 7 a 
EZE Bor oa pit ig 
) q : A | 
§ . 
; ” AY ; zx 
ig ITE | a 
fe 2 tf. : ' | i ( P 
3 # ¥ " so = 6 
| a — ld i 
) a * a 
. a a 
. Ss  — wee 
\ ER, M Bg rshs 
te a 
| = wr : ie if 
ee | Ros “ig 
4 tic Wa \* Re + 
; deceive oo Wen eeee02000200000068686868680 oe 
. 5 ‘ 1 me S¢ 
abiliti bd a4 
: oe ledge, ars oe reative e on 
, ibility, and analytical ability were men Ae S| 
‘ tioned les frequently, Miss Strong e ; as 
iggested that per! ips these qualities bd 6) yt 
ce . item 
mr DAL. ' 
chiel Sat e aa 
their job eo 25 yagi 
~~. with I & %" 
es 27 f 
| a, 
~ nae - | | . ~ : iE 
4 by Cer’ iia aiiitiiees és 4 ot ee =. : n :: a at ‘ _ ry ee 6) 


ranked second in the listing of mayor 
dislikes, following the general area otf 
monotony, routine, and detail in a job. 

About three-fifths of the executives 


overed in the survey belony to top 


management. They are presidents, 
vice presidents, or other company ofh 
) 4 ere ait 4 company managers; or heads of 
; 5 
Afi bicK . - 
ty ; ‘ mayor divisions and departments. The 
ofl ettsa a & : others, members of middle manage 
1] a oe 4 ment, are in charge ot secondary divi 
sions and departments 
The “average’ respondent works for 
a company having 14,400 employees, 
is just over 45 years of age, and earns 
between $20,000 and $30,000 a year. 


In Short— 


‘ <i a 
America reaches “economic divide 


for first time 
reached for the 


divide” in 


This country has 
first time the “economic 
which barely half of the pay ol the 
average worker is needed for basic ne 
cessities, leaving the balance for “luxu 
ries and improvements” according to 
... Unless It’s a special tenth anniversary supplement 

of Better Living, employee magazine 


de Nemours & Co., 


of kK. Ll. du Pont 
(4 10° aC, Inc. This advance was attributed basi 
ally to the growth of American tech 


SHER 


La) 
“4 


nological resources, which have made 
. 1 
it possible for the worker to produce 
Ink-Pen-Cils 
more in a shorter time, consequently 
him both increased pur 


: y ?, permitting 
by TSUELE chasing power and increased leisure 


time in which to exercise it. 


is 
PEN-CiL By 5; 


oe 
r% 

s § 
i 
# 


A Superior New Ball Pen for Gen 

eral Office Use which will Reproduce 
Perfectly on Practically All Office 
Duplicating Machines, including 
Offset, Photocopy and Photographic 

Equipment 

For free sample write Dept. 
OFM , Fisher Pen Co., Forest 
Park, Ill. Please request on of 


your letterhead. search 
concern 


Phileo purchases electronic company 


REPRO-BLACK iy 


in California 
The Philco Corp., Philadelphia man 


ulacturer of alr conditioners, radio, 


television, and other appliances, has 
acquired the Sierra Electronic Corp., 
San Carlos, Calif. Sierra is a re 
and instrument manufacturing 

It will operate as a wholly 


owned subsidiary of Philco. Philco’s 


Guarantee Government and Industria] Division, 


Guaranteed to write which will now have increased facili 


ith 
Cap wit 
. 
| twice o8 far os most other 
clip ties, enpapes in research, development, 


boll pens ond o8 well oF 


and production ol such products as 


\ 90 better than any you hove . 
\ ¢ quer wand ; 
d . , ciectronik COMPULe;rs, guided Misses, 

per dor PZ sy 
2 he CO Pusha radar, and secret military equipment 


Owner, Fiber Pen Co 
“Real life” exhibit of electronic 


machines opened by NY Life 


Soild Exclusively £ 
tt , \ permanent educational exhibit of 
Thre some of Better Stationers ‘ elec tronk data processing equipment 


Manufactured ond Guoranteed by used in actual company operations has 
: , been opened by the New York Lite 


Insurance Co. at its offices at 51 Mad 
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FOR AN ARCO 


\\ 
RUBBER BAND 


THE WORLD’S FINEST 
STATIONERY BANDS-- 
THEY ARE ‘‘PRE-OPENED”’ 
READY FOR IMMEDIATE USE 


ACD Kicbber Ceitedts ——» 


” ton ALLIANCE RUBBER CO. 
runvose Please send FREE samples. 
NAME. 

ADDRESS 

city 


DEALER'S NAME __ 


ADDRESS 


ALLIANCE RUBBER CO. 


ALLIANCE, OHIO 69 West Washington St. HOT SPRINGS, 
CHICAGO, ILL. 
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continuous forms 


or unit sets 


Built-In 
POCKET 


keeps your 


1.D.P. 


TAPE 


At Hand 


ri 


(Sonam) 


we ewe were: 


SAVES COSTLY TIME, 
filing and finding 
PREVENTS LOST, misfiled 
or damaged tapes 


MAKES FORM AND TAPE 
a complete identified unit 


POCKETS made to fit 1.D.P. 
TAPE or PUNCHED CARDS 
POSITIONED on the back of any 
desired copy of LITHOSTRIP 
Continuous Forms or LITHOSET 
Unit Form Sets. 


WRITE TODAY for DETAILS and 
FREE SAMPLES of POCKET FORMS 


For More 


PO JT A 
DOA tO” 


x 


son Ave., New York. 


around the company’s IBM 705 com 


Centering 
puter, which is in the “giant brain 
cateyory, the exhibit also includes a 
d splay ol recordkeeping ce velopment: 
in the company trom the days of 
the quill pen to the pre ent. The com 
puter 1s visible from a walkway which 
circles the entire installation. The e 
hibit will be open to the public on 


weekdays from I] A.M. to 4 P.M. 


Records management seminars 
planned by Northwestern Univ. 
seginning next February, North 
western University’s School of Com 
merce will hold a twelve-session series 
of Dinner-Seminars in Records Man 
agement. The meetings are scheduled 
for Tuesday evenings trom 6 to % 
P.M. at Abbott Hall, 710 N. Lake 
Shore Drive, Chicago. The following 
subjects will be emphasized: organiza 
tional patterns and poli es; the re 
ords inventory: disposition of records 
protection of records; historical rec 
ords: forms control—its relation to a 
records program; appraisal of equip 
ment and supplies; operation of a ree 
ords center; manuals ol proce lure 
classification systems; microhlming 
and quality control and standards o} 


perlormance 


NOMA offers new extension course 
in executive development 

The National Office Management 
Association, 132) W Chelten \ve 


Philadelphia, has announced anew 


course called “Development ot kxecu 
tive Leadership,” the third in a series 
of home study courses offered by 
NOMA. The course was prepared 
under the direction of Dr. William M. 
Polishook, Director of NOM A's Home 
Study School and Assistant Dean of 
the Teachers College, Temple Univer 
sity The course makes use of the 
“proble m” technique, ind includes 141 
technical questions, based on 54 prob 


! 
iC. 


Lastern computer conference set 
for December 10-12 

The 1956 Eastern Joint ¢ omputer 
Conference will take place at the Hotel 
New Yorker, New York, December 


10-12, under the jornt 


ponsorship ol 


the Institute of Radio Engineers, the 
American Institute of Electrical En 
rmneers, and the Association tor Com 
puting Machinery. Its theme will be 
New De velopments in Computers.” 
The conference will feature technical 


papers on various types of computers 
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ind associated equipment, together 
vith a series of exhibits by leading 


nanulacturers ol such equipment. 


IBM opens fifth European 
data processing center 
Machines 


Corp. has announced plans for the 


International Jusiness 
opening of its fifth Data Procesing 
Center in Europe. The new center, t 
be located in Stockholm, Sweden, wil! 
be the first in Scandinavia. It will fea 
ture an IBM 650 Magnetic Drum 
Data Processing Machine, which is 
being made by IBM France. The cen 
ter will be equipped to handle sci 
entific, engineering, accounting, and 
statistical Computations and data pro 
essing for government, science, and 
industry. Data Processing Centers are 
in operation in Paris and Stuttgart, 
and plans are announced for others in 


Caracas, Toronto, Rio de Janeiro, Lon 
don, and Zurich. 


Man-Management Workshop to begin 
in New York in January 

Dunlap & Associates, Inc., 429 At 
lantic St., Stamford, Conn., will spon 
sor a series of ten two-hour week! 
sessions in its Workshop in Man-Man 
iement, to begin January 31 at the 
Columbia University Club, 4 W. 43 


St., New York. One group will meet 


V 


trom 4 to 6 pan., and a second will 
meet from 7:30 to 9:30 p.m. The top 
ics to be covered include a variety of 
personnel management subjects, such 
as personne] development, attituck 

skills, maintenance of adequate per 
formance, human relations, interview 
ng techniques, grievance handling, 


absenteeism, and others. 


Insurance for business air travel 
offered SUS employees 

All employees of Standard Pressed 
Steel ( Ou. Je nkintown, Pa., who fly on 
company rusiness are now covered by 
$75,000 life insurance policies. The 
policies also provide benefits tor dis 


memberment and loss of sight. 


Insurance accounting conference 
to feature electronics 

The Insurance Accounting and Sta 
tistical \ssociation has announced 


plans for its 1957 conference This 
' 


, } j 
will take place at the Palmer House, 


Chicago, May 20-22. The governing 
board and committees of the TASA, 


which met recently to plan next year $ 


program, igreed that electronics ap 


plications to accounting will continue 


; 


to be of vital interest, and planned the 


meeting acc ordingly. 
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Now-Invincible offers 
greatest flexibility in 
office planning 


Vew square-edge metal desks and 
auxiliary units have modular design 


for unlimited combinations 


WIDE VARIETY 
OF UNITS 


FIT TOGETHER PERFECTLY 


As easily as you once joined building blocks, ; IN GLORIOUS 
° coior Too! 
you can now create executive, professional and - 


general ollices to meet every working space or 
situation need. You custom-plan complete “efli 
ciency centers” with Modernette desks, auxil 
iary units (with typewriter height optional) 
tables, separate tops... all) available with 
square edges for perfectly flush unit-to-unit 


smart contemporary styling, the silently eid 
alignment All in a choice of several hand 


ne dy iwel in ill de sk ind file 


some finishes which add functional beauty On vour letterhead. write for a colorful bro 


and a more productive atmosphere to any 


omplete new line for maximum 
oflice. Famous Invincible features are found 


olhee plannir u il free with 
throughout the superb steel construction. the Oy your Invincible dealer 


N - 


INVINCIBLE. 


Metal Furniture Company « Manitowoc, Wisconsin 


In Canada: A. R. Davey Company, Lid., Factory Representative 
174 Bedford Road. Toronto 5, Canada 
DECEMBER 1956 
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Paves your way 
to a smoother-running office 


Here's practical help for stepping up the flow of office work so important to tne 
smooth operation of business. This unique, 6-volume Library teeming with successful 
ideas and techniques you can begin using at once—shows you exactly what to do and 
how to do it to speed office routines. With the help of this Library you can assure 
yourself of being the kind of office manager whose results consistently prove his value 
to the firm. The Library puts the equivalent of many years’ experience at your finger- 
lips-—-experience covering a vast range of duties—from setting up methods and de- 
signing forms and files to handling personnel and equipment. For scores of the things 
you are called upon to do as office manager, you'll find the easier, surer way to do 


them here 
McGraw-Hill 


OFFICE 
MANAGERS’ 
LIBRARY 


6 volumes, 2321 pages, 518 illustrations, 
27.50 
($5 less than cost of books bought separately. 
Fasy Terms) 


EYED first and foremost to more produc- 
tive office work, these six volumes blanket 

a wide area of problems you are likely to 
run into 

Crammed with specific techniques, the Li- 
brary checks wasted time or effort and increases 
output in one department after another in your 
particular set up. It gives you: 

Fundamentals of management that will en 

able you to check all your systems and 

methods and apply well-proved principles 

where they will do the most good 

Outlines of attack on personnel problems, 

equipment problems, operations problems, 

in all their aspects 

Methods of planning organization and rou- 

tines to fit your particular requirements and 

the checks and controls for carrying them 


. out. 
WLSTIGN IND CONTROL OF BUSINESS RECORD MANAGEMENT IND FILINe 
FORMS demonstrates how improved design and OPBRATIONS Ow t pla and 
trol in bring about large savings tn clerical control files, how t handl tua { F and 
evponse as well as in paper and printing costs finding operation ™ 
mun matters as transfe ‘ t and 

Lerthook f OFFICER MANAGEMENT shows f record 

1 how t immalyze the offee organization, tt» 
physica et up, the individual worker, and the THE MANUAL Ol KA ih OFT 
seotual opera n for the mportance f each in HORT cll i i trea u 
the verall efficiency i the ofthe ill the everyda tice f ti ‘ 
HUSINES ORGANIZATION IND PRA TECHNIQOUL OF ADMINI RATI 
ffi i know how lepartments are muidy a iuthoritatively t writo-eart fa 

rear ind tu how fhoance are handled tor ' ractical 

method { lookkeeping ‘ iting, purchasing, tion wit ‘ ealth of met t 

‘ edit, and ' t t tiee n 


ee ee ee ee ee ee ee ee ee 


| MeGraw-Hill Book Co., Dept. OF-12, 327 W. 41st St, New York 36 1 
' Send me for 10-day free trial the Office Managers’ Library. In 10 days I will |! 
' send (check one the full price, $27.50; or $3.50 in 10 days and $4.00 |! 
' monthly until $27.50 is paid, a savings of $5.00 on price of books bought sepa- ! 
' rately. Otherwise, | wilt return the books postpaid ' 
' ' 
1 Print Name \ 
' 
' Address ; 
; City & Zone State ' 
' 
' Company 1 
' 1 
1 Position - , : 
t For price and terms outside U.S.A., write McGraw-Hill Int'l, New York City ; 
1 OF-12 4 
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Thomas Collators to distribute 
Stenafax equipment 
Times Facsimile Corp., manutactur 

er of Stenafax facsimile copying and 
tr mitting { nt } al 

ransmitting equipment, as in 
nounced the appointment ol Thomas 
Collators, In as exclusive distributors 
ot Stenalax equipment and supplies 


in New York City. 


Office firms announce new offices, 
new buildings 

Among recent signs of expansion 
among the suppliers ot office equip 
ment and services are the following: 

The SoundScriber Corp., New Ha 
ven, Conn., manufacturer of dictating 
and transcribing equipment, will build 
1 35,000 square toot office building 
and manutactur ny plant, lor which 
ground has already been broken in 
North Haven, Conn. 

The Standard Register Co., Dayton, 
Ohio, maker of business forms and 
equipment, will build a million dollar 
plant in Fayetteville, Ark., which, on 
completion will have 64,000 square feet 


| 
increasing to 120,000 as required. It 


of floor space, with the potentiality ol- 


will be used to manufacture marginally 
punched continuous forms and Zipsets. 

Cresap, McCormick and Paget, man 
agement consultants, New York, have 
opened a new ofhce at 235 Montgom 
ery St., San Francisco. 

Ditto, Inc., manutacturer of dupli 
cating equipment and supplie y, has 
opened a new ofhce and warehouse at 
3943 W. Pine Blvd., St. Louis, re 
placing former ofhces at 1718 Olive 
St. The company ilso plans to move 
other branches in Detroit, Chicago 
Denver, Louisville, Hartiord, Burbank, 
Kansas City, and Dallas. Ditto also 
announces completion of its 312,000 
square foot plant and offic building 


in Lincolnwood, Chicago suburb. 


Corry-Jamestown Mig. Corp., pro 
ducer of Steel Age office furniture, ha 
opened new showrooms in the Mer 
chandise Mart, Chicago. The company 
Is occupying showrooms in Space 
1425. 

Acme Carbon & Ribbon Co. Ltd.. 
is building what ts said to be the larg 


est carbon paper and ribbon plant in 
Canada. It will have 62,000) square 
feet of floor Space and will house gen 
eral ofhices, marketing hea Iquarters 
local sales ofhees, and a cafeteria, in 
addition to production facilities. The 
new plant will be erected in the Gold 
en Mile Area, Scarborough section, 


(sreater Toronto. 
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What sold me 
on microfilming ? 


The price, mtster— 
plain and simple. 


* 
- 
- 
- 
. 
. 
. 
- 
- 
- 
. 
. 


* And what a price! 


The new Micro-Twin 
recorder-reader costs less 


than you might expect to 
pay for a recorder atone! 


Now you, too, can give the old heave-ho to over- 
flowing filing cabinets and ceiling-high stacks of 
yellowing records. For Burroughs has come up with 


a 


in-l engineering. 


nm 


‘ 
microfilming equipment you can afford! 
Fact is, this new Micro-Twin costs substantially 
less than any other up-to-date microfilming system 


yet offers all the protection and speed features 
Reader 


ou need, 
ngle, compact unit. And that’s where the big saving 
costly 


The secret? Bell & Howell's 
both and 


For unlike other microfilming systems, the Micro- 
tecorder 


Twin combines 
stands, two 
3 with Miecro-Twin 
lesign, just 


cabinets, 
not 


comes in. 
Naturally, separate recorder and reader systems 
two 


two 
precision lens ete, But 
Yes, mister, plain and simple here’s microfilming 
set up ma 
In Ww 


Thanks to more practical single-unit « 
our require 


demand 
one of each Is all the Twin needs to master both the 
recording and reading jobs. 
which 


free 


n Various departments or branches 
and separate Model 206 Portable Reader the eco 
our microfilming needs 


ou can afford! Of course, 
you might find the low-cost Model 205 Reeorder 


sSurroughs 


units 
Cast, 
nomical answer to y 
We are specialists in suiting microfilming equip 
ment to individual needs. Let us demonstrats 
our nearby branch office 


Simply call 
Corporation, Detroit 32, Michigan. 
Belle Howell Burroughs 
lero-Twin" are trademarks 


“Burroughs” and “M 
DECEMBER 1956 For More Irformation From Advertisers Use Readers’ Inquiry Coupon on Last Page 
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dat ) oth ulding at 
HO = Wi I La \ngel 
loore Paci D ion wall occupy 
ond fi The top floor wil 
! 
rica | ! the round floor 
- 
pro € parkin facilitue 
| linotype ( orp makers ol) hy Ww 
¢ Photo Composition equipment, 4 
| ine inew la i! uw /O0 Met or 
J Blvd Skok f Ih} 
blectronm Corp. ol America and 


! 


eading interests in Great Britain have 


ormed Fireye Controls Co., Ltd., with 

reneral sales offices in London and a 
julacturing plant at ¢ roydon. 

\. edison, In 


w oflice for its Voicewriter dictat 


Thoma , has opened 


inp and transes bing equipment in the 
Perry Brooks Bldg., Austin, Tex. 


tackling 
that 


its Time Equipment Division, w 


is the oldest of the ompany three 
original divisions. ‘Time I.quipment 
the fourth IBM product field to be 
xiven uch tatu othe 4] ( cr 
ated during the last year a | 
tri lypewriter, Military Products, a 


Flectric Accounting Mact Suppl. 
Divisions 

Canning, Sisson & Associates, con 
ultants in electronic business and in 
dustrial data processing 
moved their office to 1140 S. Robert 


son Bivad., Las Vie ». 


. 7 
call the Vari-Typer Man! 
. 
eeeeeeeeeeeeeeeees oF, 
In 15 minutes he'll show you how your own office typist ‘ 
con cut printing costs 40% with Vari-Typer composition. . : J 


If you use printing of any kind... you can save up to 40% or 


fa 
more annually with this amazing office type-composing [= 


machine. It produces professional-looking 
typography... .with automatically evened 
margins, perfect line and letter spacing in 
your choice of hundreds of different printer's 
style type faces. Send the coupon, and let 
the Vari-Typer Man show you...in your 
own office. ... in 15 minutes! 


Heads photo-composed on the Headliner. 
Text Vari-Typed on Composomatic Model. 


22 For More ' ition F A 


Vari -lyper Corporation 
720 Frelinghuysen Ave. Nework 12,N.J. 
| Please have the Vari-Typer Man 
phone for a convenient appointment. 
Please send Vari-Typer Look C-96 
NAME 


COMPANY 


STREET 
city ZONE STATE 
PHONE........++. : 

R { i Cour ast Pag 


ystems, have 


Books and Pamphlets 


Office Management, by Charles Bb 
11 . Ph.D., Associate Professor, De 
partment oO susines (Organization, 
College of Co ierce. Ohio State Un 


ersity, and Irene Place, Fd. D., A 


ociate Protessor, School o Busine 
Administration, University of Mich 
van Allyn Ha on, Inc., ¢ Oley 
1) sion, 7) | itt] \ a New y TK 1] 
Price, $4.65 Th cw yiuarnne whicl 
} ove i) pages, onsiders the 


nt of the office in nan 


rore (1) “Management and th 
Office.” which discusses the ofhce tun 
tion and the ofhce management tun 
tion. (2) “Planning and Organizatu 
e Office.” including oth orga 
/ mn plans ng md organizationa 
ima tionship iflect 
oltice ager (5) ( r 
(ities W ork 0 rigy ul atte 
vork measurement and indard 
ost and bucdgeta ontro commu! 
ion r ind omanua (4) 
Simiplity Cth Wi lea 
hy 0 implification ) i 
tha ‘ om procedl nolo 
cconomy, forms simplification ind co 
ol), ofhce layout, and ofhice enviror 
nent. (9) Th Hluman klement 
the Ofhee, including yob analysis 
‘ ny and testing, induction and 
move | clopinen i | slipper 
on fy) Mana ! ind Super mn 
( ihe Ser 1 ) rit orre 
once ! a) pivaeueeal i oon CT ‘ 
re rds o mization and hanavement 
nv nization duph iting eT VICE 
md! computing machines and automa 


tion I hye wok contains numerous 
he . list ind summaries which clas 
ind emphasize its principal poin 
(Questions ind problems tor individua 
study are provided at the end o ich 


( hay ter. 


/ m ployment Reference 


Improi in 


Check in SS-pave pamphlet 


covery 


1 research study made by the [ S 
( i Service Comm ion on the t 
rovement ol cm ploy nent relerenee 
qHuicstion naire Super ite ident a) By 
ents, | S. Government Printing 


( thice Washington 25, 2D. CC. Price 


Crmide | ome +. 


| | publ itmons, 
/ l crronics n Bi nes | dD: criptive 
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Even the wastebasket can po there one inside this desi 


How to be a “clean desk” man 


you make a clean sweep of desk top 
A new Organized Desk with an ingenious clutter and desk drawer hodgepodge 


ability to lend a hand to a man at his work | Here's how it’s done, Work-Organiz 
: ing drawer interiors provide specific 
space for 75°) of the things that now 

clutter your desk top 
There are four revolutionary advances: A double 
capacity letter file, in-drawer wastebasket, in-drawer 
telephone, 4 in-drawer letter trays. Ever hear of 

anything so efficient? 


Ever noticed the amount of useless stuff that drifts 
around on top of a desk? And a lot of desk drawers 
too are in the same state of clutter 
This condition gets in the way of a lot of work 
It’s the reason why the new Shaw-Walker Organized 
Desk is such a big help in getting things done. 
Move in behind one of these Organized Desks and 


See these new color-styled Organized Desks at our 
branch or dealer store, or write Shaw-Walker 
Muskegon 22, Michigan, for pictures, facts 


sper” 
= Largest Exciusive Makers of Office Equipment 
Muskegon 22, Mich. Representatives Everywhere 
nformat yir “OupOn on ‘ ec 
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Reference Guide, and Supplement No. 
The 


study updates the descriptive listings 


1, Electronics in Business new 


of published material on this subject, 


has a considerably expanded section on 
computer installations and equipment 
used by various companies, including 


a listing of the actual applications of 


each computer mh use, and provide 5 all 


enlarged section covering the general 


characte ristics, 


operating character 


istics, size, weight, and purchase or 


rental price, of each computer. 
Employment Psychology: The Inte) 
view, by Roger M. Bellows, Chairman 


of the Psy hology 


Dept., University 


College, Rutgers University, and Fran 


ces Estep. Rinehart & Co., Ine., 232 
Madison Ave., New York 16. Price, 
$4.50. The book is designed to cover 


NEWEST TREND IN 
PAPERWORK SYSTEMS 


Weber Stencil for addressing 
shipments can be cut as part 
of your paperwork procedure 


Iwo jobs must be done before your prod- 
ucts can be shipped — paperwork must be 
prepared and containers addressed. Here 
are several modern Weber systems for tying 
the jobs together at savings in time and 
effort. 


Key to the efficiency of these systems is the 
Weber stencil which is cut as part of your 
order-invoice writing procedure and be 
comes your 


shipment addressing master 
This inexpensive paper stencil can be cut 


as a by-product of your forms writing on 
automatic equipment, or separately. Re 
gardiess of your paperwork procedure or 
equipment used, you 
Weber stencil 


ready to address labels, tags or use directly 


can integrate the 


And once it’s been cut, it’s 


on cartons with Weber hand devices or 
machines 
Look into the remarkable advantages of 


these Weber 


marking 


systems right 


away 
See the coupon below 


INTEGRATED DATA PROCESSING EQUIPMENT, 


any modern forms procedure 


Weber 


Div. of Weber Addressing Machine Co Inc, 
Mount Pr Iineis 


Marking 
Systems 


they 


| Name 


Fire 


pect, Street 
Creators of systems for addressing and City 
us marking labels, toys and conta ners 
5, 
- 24 For More Information From Advertisers 


Use Readers 


techniques and materials that 


proved most su t 


ployee selection.” It deals with uses of 


appil ition blanks, eva 


uation ol ap 
plic ions judgment ol personality 
ind aptitudes, means of identifying 


“turnover prone applicants, construct 


Ing interview guides lor various types 


of jobs, and it also contains bibliogra 


phies on special phases of the general 
subject. 

IMA Management Bookshelf. 
(American 
Inc., 1515 Broadway, 
N. Y. Copies available 
managers writing on organization sta 
This is the 1956-57 
ol AM A's 
The 


a number ol 


Manage ment 
New 


on 


Association, 
York 36, 


request to 


tionery. edition 


inde x to its own publica 


tions association has prepared 


mayor 


I 
publications on 


BY-PRODUCT Weber Tab-On 
tabbed over ship-to area of 
bill-of-lading of shipping 
t of the forms 


Stencil is 
your invoice 
forms and cut 
43 a by prod 
typing 

are prepared with customer's address 


writing. Ir 


one addressing master and forms 


CONTINUOUS STENCIL 
Matic 


form on 


Weber Contin 


Stencils " ontinuous 


nted 
marginal punched carrier 
ickly 


automatic tat 


sheet 


are cut and eas n typewriter 
i y ft 


jlating equipment, and 


ther punched-card and tape operated 


machines 


. 


such as Flexo CUSTOMER'S ADORESS i+ iv 
writer (left) and Teletype (right) equipment, and other punched printed directly on cartons with 
card and tape operated machines cut Weber stencils as part of Weber stenci! hand device. Th 
veers paperwork system. Stencils can be adapted to practically popular 


addressing system is 


fast neat and tystematic 


Tweeer MARKING SYSTEMS + Dept. |7-! 
| Mount Prospect, Illinois | 
Please send 


information on Weber Stencils ana how 


can simplify our shipping paperwork procedure | 


State 


| 

! 

i 

Qe eee eee oe ae ow oe om om oe oe oe oe oe oe oe oo ad 


Inquiry Coupon on Last Page 


such subjects as wage and salary ad 


ministration, automation, collective 


bargaining in the office, development 


ol TVVATD Ape ment personnel, communica 


tions, 


personnel torms and 


records, 
employment 
othe 


effective 


interviewing, operations 


ne hanization, 


researcn, organ 


Zing lor systems planning 
ind control, and supervision, In addi 
tion, it publishes smaller booklets in 
the Ofhce 


Insuran c, 


following series: Manage 


ment, Personnel General 


Management, Financial Management, 
Management, Manulac 

turing, Marketing, Packaging. 
ll of AMA’s currently available pub 
together with AMA 


s and films. 


International 


and 


lications are listed, 


pe riod al 


Statistics for Management, by B. J. 


Mandel 


ol the 


Chief of the Statistics Branch 


sureau of Old-Age and Surviy 


ors Insurance, Social Security Admin 
istration, and protessor ot Statistics at 
the University of Baltimore. Dangary 
Publishing Co., 2807 W. Belvedere 
Ave., Baltimore 15. Price, $6. A book 


ol approximately 100 pages, the SCOP 
of which is indicated by the following 
chapter headings: “The Field of Sta 
Methods of Collect 


“Sources ol 


“Scientific 
Data, 


“Organizing Data tor 


tists $. 
Statistics,” 
Analysis,’ “Av 


“Variability 


ing 


crapes and The Uses, 
Its Measurement and Meaning, “Sct 
\ Short-Cut 
Basi 
“Estimating trom Sample 
and "An 


Introduction to istimating by Corre 


entific Sampling 
“Some 


to Fact 
Finding Prin iples o} 
Sampling,” 
Risk, 


Sampling Error 


lation Analysis,’ “Time Seri ind 
Forecasting, “Index Number ind 
Their Use “Presenting Statistics in 
Graphs and Tables,” and a final sum 


1 Primer to th lutomats 


by William Eustis, ; 
Franklin Wyman, Ir., and William Al 
len. Management, Inc., 


Office 


Gilbert 


\utomation 


Westboro Mass Price, $7 i) Orig 
inally begun as a revision of the au 
thors’ 1953 volume, The lutomat 
Office this book evolved into a new 
work because of the many changes in 
the held since the frst volume. It ce 
fine wtomation a 1d its ipplica yility 
to a variety of ofhce functions, noting 
that manual and mechanical systems 
can sometimes be incorporated ) 
office automation systems. It empha 
sizes the importance ol systems an 


alysis belore pur hasing machines, and 
| 


describes integrated systems im such 
organizations as airlines, manutactur 
ing companies, banks, railroads, and 
other industries. 
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How many tools does a good mechanic need ? 


A clever mechanic can get along with practically 
no tools at all—if he has lo! But he works faster, and 
does a better job when he has a wide variety of tools 
to choose from. 

The Roytype Representative, like a good mechanic, 
has many tools to work with. He is trained in their 
use. He has had great practice in how to apply them 
His home office gives him seasoned guidance 


Is it a question of inked ribbon? Of carbon paper? 
He knows exactly what to suggest for all types of 
typewriters, bookkeeping machines and duplicating 
processes. 

In fact, the Roytype Representative is a trained 
expert ...a member of an organization which is part 
of the largest typewriter manufacturer in the world 
Royal Typewriter Company. He will help you get out 
the best possible work ... at the lowest possible cost 


* Roytype ' quality supplies 
Jor all business machines 


Roytype, a department of Royal Typewriter Company, a Division of Royal McBee Corporation 
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What a satisfying difference " V 


it makes to work in an office free of 
depressing workaday clutter. 
That's the way it is with 
Globe-Wernicke files on the job. From 
giant blueprints to 3 x 5 cards, there is a properly | 
designed G/W unit with convenient filing space 
for all your records , . . and it occupies less floor space. 
Spacious and efficient, Globe-Wernicke files 
reduce clerical time by permitting faster and more 
accurate filing. Handsome styling and decorator colors boost 
employee morale and job-confidence . . . to say nothing of the 
invaluable impressions they make on your customers. 
Take the easy step to modern record- 
keeping. Call your Globe-Wernicke dealer.” He'll be 
happy to show you how the manifold advantages 
of Globe-Wernicke files can answer your 
specific needs. Or, if you wish, 
write us direct. 


"Dealers listed in the “Yellow Pages” under 
“Office Furniture.” 


mg lie (eestor alc nal i} = is st hone 


oe uele sf 
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GLOBE-WERNICKE makes business a — 
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CINCINNATI 12, OHIO 


For 74 years, Manufacturers of the World’s Finest Office 
Equipment, Systems ond Filing Supplies 
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Coming Events 


1956 Eastern Joint Computer Confer- 
ence, New York, December 10-12. 
Sponsors: Institute of Radio Engineers; 
American Institute of Electrical Engi- 
neers; Association for Computing Ma- 
chinery. Place: Hotel New Yorker. 


AMA Conference on Commercializing 
Research Results, New York, January 
10-11. 

Sponsor: American Management Asso 
ciation. Place: Hotel Roosevelt. 


Symposium on Engineering Manage- 
ment, New York, January 11. 

Sponsor: New York Section Institute 
of Radio Engineers. Place: Engineer 


ing Societies Building. 


IMA Conference on Case Studies in 
Foreign Operations, New York, Jan- 
uary 16-128. 

International 


Sponsor: 


Management 
Association. Place: Hotel Roosevelt. 


Sixth West Coast General Manage- 
ment Conference. Los Angeles, Jan- 
uary 28-31. 

Sponsor: American Management As 
sociation. Place: Hotel Statler. 


Southern California Business Show, 
Los Angeles, February 19-22. 
Sponsor: National Association of Cost 


Accountants. Place: The Ambassador 


Hotel 


AMA Electronics Conference, New 
York, February 25-27. 
Sponsor: American Management As 


sociation. Place: Hotel Statler. 


OMAC Business Show, Chicago, March 
11-14. 
Sponsor: Othee Management Associa 


tion of Chicago. Place: Conrad Hilton 


Hote! 


Symposium on Systems for Informa- 
tion Retrieval, Cleveland, April 15-17. 
Western Reserve Uni 


versity and Council on Documenta 


Co-Sponsors 


tion Research. Place: Western Reserve 


University. 


NOMA International Conference and 
Exposition, Los Angeles, May 13-16. 
Sponsor: Naticnal Office Management 
Association, Place: Shrine Auditorium 
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MAJOR einphasis in nearly every 
article and discussion on automation 
is the effect it will have on easing 
management problems. There is no 
doubt that office automation ts cap 
able of solving many of the most 
vexing trials that have handicapped 
management in the past. Reports 
will come through faster, operating 
information will be fresh, figures 


will be current rather than historical 


BUT one asrect of all these changes 
which we haven't seen stressed at 
all is the reciprocal responsibility 
automation will put on manage 
ment. Management has complained 
for vears because the data it needed 
for decisions took so long lo accum 
mulate. But Inanagement, in many 
instances, while able to move quick 
ly in relation to the time necessary 
to gather the information it re 
quired, didn’t really move as fast as 


it possibly could, 


IN THE PAST, that was no par 
ticular handicap. The whole tempo 
of business was geared to the rate 
at which operating information 


reached management. 


BUT NOW that rate is being tre 


mendously accelerated. Manage 
ment, impatient for so many years 
with the tempo at which its basx 
facts came through, has no longer 
any reason to complain on that 
score. On the contrary, manage 
ment now has to look to its own 


pe riormance, 


I] is Manapement that will 
the spot, not the processing 
that have been automated. 


management that will 
ise its ten po, will 


inate the comfortable 


conlerences lor every 
necting and conteren 


1 
respons! 


spread over many different people. 


THIS WILL BE an_ unrelieved 
blessing to many in management, 
but no one can deny that for others 
it will mean quite an adjustment. 
In spite of the impatience of man 
agement with the slow operation 
that has in the past often charac 
terized its operating structure, that 
slowness has meant comparatively 
little pressure for speed on man 
agement, Now that the operating 
tempo 1s changing ” dramatu ally 
in so many companies, the wise 
management will take a long, an 
alytical look at itself, and make sure 
that it is re idy to carry its share 


of increased responsibility. 


4 COMPANY can be likened in 
many ways to a vehicle—a vehicle 
that exists to gain certain stated ob 
jectives. As the speed of any vehicle 
increases, the demands on the per 
son responsible for guiding that ve 
hicle increase. Just as the pilot of a 
jet plane has to respond more 
quickly to every bit of information 
given him by his instruments and 
his eyes than does the driver of a 
car on a suburban street, so does 
the management person responsible 
for the guidance ol a company have 
to increase his alertness and respon 
siveness as the tempo ol that com 


pany Increases, 


IF FOR no other reason, he will 

have lo do this be ius his COT 
' \ 

tition will also enjoy the advantages 

ol automation, ind somewhere 

amony that competition 

management group that does 
new responsibility and the 

freat opportunity that 1 open 

ompany that first recognizes 


and operat on it 


aber (T) Ger 


I:ditor 


Robert Beeman, Managing Editor 
I-ditor in hief 


Allister Publications 


Thomas \ Murph 
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There’s safety in the shine 
if there’s Du Pont Ludox in the floor wax 


With “‘Ludox” in floor waxes you get the dual 
features of gleaming beauty with outstanding 
slip resistance — most important in churches, hos- 
pitals, schools and other heavy-traffic areas. 
Every footstep forces hard, transparent “‘Ludox”’ 
spheres into the softer wax particles and a unique 
“snubbing” action results. The foot’s forward 
energy is absorbed . . . skidding is minimized. 


Rte SPs rf 


BETTER THINGS FOR BETTER LIVING 
«++ THROUGH CHEMISTRY 


For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


When properly formulated, high-grade waxes 
containing “‘Ludox”’ retain all their basic prop- 
erties— gloss, water resistance, leveling. So have 
your maintenance man insist on a floor wax con- 
taining “‘Ludox.”’ You'll see that beautiful floors 
can be safer floors, too. E. I. du Pont de Nemours 
& Co. (Inc.), Grasselli Chemicals Departmeni, 
Wilmington 98, Delaware. 


For safety underfoot, specify floor waxes containing 


LuDOXK 


Colloidal Silica 
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The all-important office 


HIGH ON THE LIST of effective promotion of the interests of a business 


these days is a good office—and 1956 certainly has been outstandingly pro 


rood ofhces! 


ductive ot Z 


Every passing year serves to « nphas 7¢ the position the othe has come 


to o€cupy as a medium of valuable prestige-building. Othees are in the news 


in a big way and public attention is focused on them more sharply than ever 
before. Announcement of plans tor a new office or tor the modernization 


} 
of an older one, news stories and pictures on these offices when completed 
constitute advertising of first quality tor the organizations whose ofhces they 
are. Provision lor handling othe work under maximum condition ol yood 
environment, good equipment, and flow-ot-work engineering throughout 
stamps the organization owning the othce a ilert, modern, and well to the 
front in the competitive battle 

Growing realization among executives of this promotional tactor, quite 
aside trom their desire tor Keeping up to the minute in a mnplishment ol 
the work the ofhice must do, is an added reason tor enlightcned ypenerous 
expenditure in providing for truly modern office 

Office Management sees this trend of emphasis on the ofhce as a promo 


1 ; . i 
tional torce widening and deepening and timmeasureably tre igthening 


the dominant position to wh h the American office has risen in this genera 


tion. 
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Systems stressed as communications 


medium at SPA meeting 


Systems exist basically to take place of specific orders from 
management, which are impractical in today’s complex or- 


ganizations, Matthies tells 1500 in Philadelphia 


SYSTEMS are basically a “technique the worker more effective, he went on 
for communicating work information, “The great unanswered question in 
even though they are not always res ny mans mind, in any organizat on 
ognized as such, Leslie Matthies, open is: What does the boss want me to 
iy day speaker it the 1956 Interna do, Matthies, who 1s supervisor ol 
tional meeting of the Systems and Pro engineering Systems and Procedures 
cedures Association of America, de Northrup Aircraft, Inc., told — the 
clared to 1500 ittending the meeting yroup, which met at Philadelphia's 
As such, m is vital that procedures be Bellevue-Strattord Hotel trom October 
written not to please management, or 7.24. “It is the basic worker who ca 
systems people themselves, but to make make or break any system, yet to 


many systems people have forgotten 
this: have not thought nearly enough 
about the man to whom we are send 


ing our procedures.” 


In defining systems as a method of 
communication, Matthies said, “Sys 
tems talks about work. Through sys 
tems the company manaper tells each 
man in his organization what work 
that man its to do, and when. No 
other channel of communication can 
do this in the volume that systems 
can.” 

Yet the procedures systems which 
planners write are often almost unin 


. he de 


} 


telligible at the operating leve 
clared. 

“We couldn't go too far wrong if 
we wrote a procedure the way we 
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Quotes— 


“Systems talks about work. 
Through systems the com- 
pany manager tells each 
man in his organization 
what work that man is to 
do and when. No other 
channel of commanication 
ean do this in the volume 
that systems can.” 

Leslie Matthies 


“If a job calls for a wide 
range of skills, we are ere- 
ating a negative situation. 
The dull worker will do 
the routine parts of her 
job, and leave the difficult 
parts—the bright worker 
will do the jobs that are a 
challenge, but will leave 
undene the routine parts 
of the job.” 

Alfred J. Cardall 


write a telegram,” he said. “Make 
every word count. Say it so that what 
you mean is clear. Say it so there 
can be only one interpretation—the 
one you intended.” 

Sound systems planning considers 
each organization activity as part of a 
systems cycle, Matthies said. With this 
approac h, it 15 possible to improve Cac h 
cycle of procedures for any activity in 
terms of communications. 

“Within each channel three types of 
action must take place,” he said. 

“One of these actions is the release 
of authority to take action, to spend 
money, or to do work. 

“The next, the second action within 
the cycle is the activation of the con 
trol points along the channel. At these 


control points people record what a 


t t 
tion has occurred At these control 
points we find the memory of the 
system 
The t 1 phase of vour ystem 
ycle the teed-bach I} the re 
port IT he murpose « thi report to 
te the nan-in-authority the result 
or the action’ taken Sased on these 
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Concurrent seminars occupied much of conference program 


reports, the boss may decide to re 


direct the action. 


Thus, the three essentials of a com 
munications system, he said, are au 
thority to act, records for control, and 
reports tor re-direction. 


System form order pattern 


In effect, systems are necessary be 
cause in the large and complex organ 
izations of today, the boss could not 
possibly issuc a constant stream ol 


specific orders to his people, Matthies 


told the audience. Instead, he issues 
one order in the form of a system 


plan. In effect, by giving his sanction 
to the system, the boss has issued one 
order that could be applied, with per 
tect safety, to 100,000 transactions o 
' 
| 


the sare general typ. 


He recommended, in the interest 

; ' r} lier } } | 
0 nanny ne procedures wh nant 

, 1 | r ’ 
i system Work ea oO a who use 
‘ 

tne ! ? i Pr wedure Vr } 
4 } ict ctor ca VorKner 
tes wet P the oe , | 

the hi i ” ike j 
le in rh ( pore edure ire ted it 


the right. Thus, an entire sequence of 
actions covering a procedure from be 
ginning to end is placed in the cor 
rect order, with the exact steps each 
worker in sequence must take out 
lined against that worker's title 

“People are amazed when they first 
see playscript,” Matthies sakl. “They 
feel] sure something vital has been left 
out. The reverse 1s true. The vital 
information is still there, but the fluff 
and the philosophy and the SCOPES, 
and the pufhiny are gone.” 

be warned too against the system 
engineer allowing “company polity 
or present organization patterns to in 


fluence his thinking 


“De wn the most traightforward 
‘ , 
tem that you mn he told the 
yroup Don et a nenta prost 
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Matthies 


Allen Mogenson 


“We must persuade inanagement to 
illow us to devote at least part of our 
time to real systems design work,” he 
said, “to building a first class commu 
nication channel.” 

Speaking in a concurrent session at 
time as Mr. Matthies 
Dr. Alfred J. Cardall, Cardall Associ 
ates, Philadelphia. In discussing “The 
Hluman Equation in Systems Work,” 
he pointed oul that the 


the same was 


“most signifi 
cant controlling clement im any system 
plan is people,” and that systems must 
he designed to make people effective, 


rather than 


trying to lorce human 


characteristics to meet systems — ch 
mands 


\s an 


that there 1s 


instance, he cited his beliet 
no such thing is a mon 
otonous job——the monotony ts a hu 


nan reaction to. the 


job, rather than 


a part of the job itselt 

“It a job calls for a wide range of! 
skills, we ~are ore tiny a nepative situ 
declared, “The dull 
er will do the routine parts of her 
ditheult 


worker will do the 


ation, he work 


job, and leave the parts 


the bright jobs 


that are 


a challenge, but will leave 


undone the routine parts of the job.” 


32 


Thus, it 1s important 


! 
to fit the 


to design jobs 
characteristics of each type 
then 


right workers are assiz 


o!| worker, and that the 


ned to the 


insure 
rip it 


jobs, he went on. And it must always 


be remembere 1, he warned, that be 


cause a person an meet the require 


ments of the job, he will not neces 


sarily do it well. I} he 1s too good lor 
tne yop, too high power! 1, the chances 

1 ] 
are that he will not do nearly as we 


as someone whose ipacities are more 
1 
losely matched to the job's top re 


(juirerne nts 


\ya n, mn basing systems cle syn on 
human « ipacities and = characteristi 
the planner must remember that every 
human being has emotional cycles, he 


point 1 out 


‘If an employee gives the same 
umount of work day after day, some 
thing is wrong, Cardall declared. 


‘Evidently he is not giving the best 


he can on his good days.’ 


Test usefulness limited 


In fitting workers into jobs, tests 


can be useful if the job has been clear 
ly profiled, Cardall 


that tests are 


said. But he 


warned valuable 


most 
as a basis for elimination of candidates 
obviously unfitted for the job, rather 
than as a 


basis of selection among 


And he 


said that he believed testing of “atu 


candidates who are qualified. 
tudes” was probably quite useless 
The third morning program speaker, 
Leslie C. Edie, chief, Project and Plan 
ning Division, Port of New York Au 
thority, discussed techniques ot oper 
which 


ations research 


have been suc 


cessfully applied to office functions. 

The Monday afternoon session open 
“An 
Chinking,” 
Bb. B. Gold 
ner, director, School of Creative Think 
ing, LaSalle College, Philadelphia; and 
| 


ed with two concurrent sessions 
Ix posure to Creative 


which was handled by Dr 


i pane discussion on mventory con 


Richard 


Neumater, System Consultant, Temp! 


trol. Panel members 


were 


University; David Merriman 


man Ream, | 


ind Nor 
xkheed Aircraft Corp. 
turbank, Calif.. and David Gindoff, 
C.P.A., Gindoff and Berltein, Los 
Angeles. 


The basi 


from. the company’s need to have the 


I 


inventory problem derives 


i 


right merchandise at the right’ place 


at the right time and in the right 


quantity, Neumater sand, in pointing 


“There is no such thing as a monotonous job... .”’ 


out that the 


average company has 


twice as much capital tied up in in 


ventory as it does in accounts recely 


able, yet has much less accurate con 


trols on inventory. 


The 


entory control program, he said are: 


three essentials of a good in 


1. Better forecasting. 


Better budgeting. 


4. Better control. 


Mr. Merriman pointed out that in 


ventory control logically begins with a 


division of inventory into lists of ex 


pensive and non-expensive items. In 


expensive items do not justify the 


arTie degree of control that expensive 
merchandise does, he continued. Then, 


ne recommended, alter this division 
made, a perpetual inventory be kept 


of the expensive items, “bin” control 
be used tor the cheaper goods. 


Another 


area which deserves much 


more exhaustive study 


Irom systems 


people is the between 


relationship 
inventory control and production con 
trol, he declared. 

The second half of the opening day 
program was devoted to a closed cir 
cuit television program showing the 
IBM 702 electronic data processor in 
stallation at the Philadelphia Naval 
Aviation Supply Office handling an in 
ventory control problem. 

The Tuesday session opened with 
two 
“New 


equipment 


concurrent sessions 


-a panel on 
Developments” in the office 
held, in which speakers 
from the National Cash Register Com 
pany, and The Underwood Corpora 
tion outlined some of the products 
their companies are working on, and 
a discussion of the “Impact of Auto 
mation on Management” by 


W. Boyce, Editor, 


Vanagement and Maintenance 


Carroll 


Associate Factory 


\fter pointing out that present pop 
ulation and economic trends mean that 
the market for the country's products 
1s expanding much faster than the na 
force, Mr. Boyce estimated 
that, at present production standards 
per worker, the 


ion’'s labor 


country would need 
between 92 and 110 million workers 
by 1975, but that the highest possible 
total of that 


pated is 86 million. 


workers 


may be antici 


Under these circumstances, he said. 


automation should not be feared as 


a yx ril to jobs; it must be sought to 


(To page 46) 


OFFICE MANAGEMENT 


- joa BC ee eee = 1 ie a a | RR i ee ae = 7) oe Pine: - ee. = AB 
: { . s PL an nae SS — 
a 
Fs ae a 
; Aner ; 4 
| aoe ‘ty ee 
‘ ae : er 
ae — \ Fe Le 
— \} 
; P.. Me es ee 
ay ail A , 
: - 2 a 
ss i P 
| .} ee | 
s ' \% ee ee 
. %. i / 
ag . 4 
j ’ * PC 
Sie ~ Se . 
: a ae re 
come wonuen pe ee 
' ’ ae 
| , — Po 
; \ a “4 
‘ d a - 
, 4 po 
a . eae 
ble ae ‘ ' % 
7 : : 
: a 
ia. 
ai eS _ _———— 
3 
t 
. 
igh 
pe 
A a 
¥. , «pu LA ; as — gee EE 
J . j a e - c= : ee “ 5 E ; ‘ ye es 4 a 7 Y Sy -. se 
ere ie!) Se ; aoe mS , & Sea ers] a. 
4 es * ~ Pm i a 4, ee coat CRO oan iP — - 


“The round file” when, where, and how 


is it really practical? 


It's easy to say, “throw ul away : don't file ag but how ISKIY lor the on on to ix eras 
cligiously, into the ling basket at 


many want to take the gamble? Here are a few simple sugges- 


goes. ven though, Lye ing MU Boss, 
. « oe 99 ne fas a secretary who will be able 
tions to cut down “defensive filing’. > Sed tet ann cae i ie oe 


any question as to just what he did 
By John Hockman say. Unless he ts the kind of 
Procedures Office ste ber t 


boss who 
explodes at the r} ft provocation, 


it won t require too much tact to 
THE BEST FILE of all is the round complicated, it will probably be worth have her do this. That provided it 


( wastepaper basket). We have making caretul notes. And pro ded does not happen too often. It it. does 
heard this flat declaration. Many the thing starts on the t lephone, that happen olten, even the st of records 
people even have the stre ngth of mind is as much as most peop do irent pong to explain il away 


to tollow it—-but rarely to the extent But if the Big Boss writes ) This is not the end of the. story 


that should be possible, 
With corre spondence from people 


lower down on the organization chart, 


it 1s not too difhcult to discard “fin 
ished” items fairly ruthlessly: there 


is not much risk of being called over 


the coals tor not having a proper rec 


ord. 


sut this is only facing halt the prob 
lem. The difhculty of keeping only 


genuinely important pay rs increases 


with the rank of the person at the 
other end of the route. Even with 
matters of relatively little importance 
in themselves, it he gins to seem rather 
risky to gamble on the boss never 
wanting to refer to them again 


merely for the sake of saving the space 


<< pe ea 


occupied by a Tew pieces ol paper 


2 Te ae 


For safety, it seems better to file 


them, if only temporarily. Temporary 


] 1 ‘ 
hing accumulates; and all of a sudden 


it transpires that there is a big job 


ol sorting out to do—and no tit to 
} 


budget lor doing it 


vet Powis ae 
pe ae eee 


This is one problem where 
olten have our cake and eat 
but before looking at the space ' 

"it ay pay to look more 
at this “round file” problem 

Otten, much of | the problem is 
psychological. If the Big Boss phones 
ind asks for ad job to le done, the 

1s probably “ves. It may be 

ss, Dut. . It may even be “I'm 
sorry, but... ”. In any case it will \ 
neither make things better nor worse 
to make a record of the conversation | 


and put it in a file. If the matter is 
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*s simple to be ruthless with correspondence from subordinates 
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It may be best and quickest to answer 
by word of mouth or by phone; but 
a written communication exerts a kind 
of compulsion. The temptation to reply 
More 


in writing is almost irresistible, 


typing. More copies. More filing. 


Is it worth any risk at all to save 


hiing a single paper? Emphatically, 


yes. Every paper filed makes it harder 
to find any other particular one in a 
with the sort of 


hurry particularly 


“defensive filing” we are talking about 
these are the sort of papers not 


much use finding anyway an hour 


and several urgent problems after the 
event. 


This is not the place to go into the 


* rubber ot 
—_ 
"** desirenic, 


‘ of reply 
Lenee aeving if 
outer of ym S6FOO With trie 
te breoture 
desess BPO wae wnet te peuple ant wt if 80, the 


a 


cost of filing these “single” pieces of 
paper several times a day, day in, day 
out, to the tune of a drawerful a year, 
in any number of offices depending 
on the size of the firm and the de 
partmental layout. A leading firm in 
the filing equipment field has esti 
$5,000 to 


cabinet, 


mated that it costs some 


fill an a erage four<drawer 
Expensive if even a tenth of it is un 


necessary. 


Controlling cabinets effective 
One of the big problems, admitted 
ly, is finding time to decide what parts 
ol the day's a umulation can be 
thrown out, and what must be kept. 


One rather radical answer—but one 


proved in operation $ very strict 


control of the paper-hoarder’s prime 


tool: cabinets. If the person requesting 
1 new cabinet has to submit d detailed 
inventory ol the contents of the ones 
he already has, along the lines #- 
lustrated in Figure 1, he wili mo yo 
to the trouble unless he really needs 
one badly. In making the inventory he 
has already taken the longest of the 
steps toward clearing out any of the 
existing material that can be cleared 
out, to “dead” storage or salvage. It 
this does not become obvious to him 
without emphasis, it can be made so 
by a simple follow-up based on copies 
of his file inventories, arranged in dis 
posal-date sequence. 

In attacking the paper itself —filing 
space and typing time too can be saved 
by using handwritten ready-made sets 
inter-departmental 


for short notes, 


DWI ARs Uinmct Quest ”" 


Tiling Leperiaan 


Bate: suiy vse 


*L. Department Keass 


‘ebor-saving @ rephies to inter~of ty « 
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Wter-offies 
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OT 00 Rensger 
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Figure 2, Memo sets can carry message and reply on one sheet 


Most of the big printing houses can 
supply these from stock. A typical one 
Figure 2. At first 
suggestion that one go 


is illustrated in 
thought the 
back to 


seems a retrograde step; but if one 


handwriting for anything 
works out handwriting time against 
dictating and transcribing, checking 
and signing time, the dictator has to 
be quite an expensive exec utive before 
it costs more for him to write any 
thing up to about thirty words him 
self. And once it is written, the thing 
is off his mind: there is no annoying 
effort to reach back—after the interval 
for typing—and remember just what 
the tone of the thing was supposed to 
be. The same applies when the reply 
comes back; no looking up files to 
find exactly how the original memo 
was worded; it is right there on the 
same sheet as the answer. 

An extension of this idea goes for 
quite a few more complicated memos. 
Often the original exposition has to 
be fairly detailed, but the answer is a 
straightforward one: “agreed” of 
otherwise; some definite figure; or a 
sentence or two of data or comment. 

For various reasons, the addressee 
may hesitate to do the most econom 
ical thing, and note his reply on the 
original letter. 

Though the practice is very wide 
spread nowadays, he may think it 
seems impolite not to trouble to send 
a full reply in memo form—or (on 
the reasoning in our opening para 
graphs) he may hesitate to leave him 
self without a record of the transac 
tron. 

There is a very simple expedient 
for setting his mind at rest on both 
points: making an extra copy of the 
original memo, and rubberstamping 
the original: 

Please note your reply on the ex 
with this 


tra copy enclosed 


memo, 


What 


would have been the sender's file copy 


or words to that effect. 


then becomes merely a follow-up copy. 
When the answer comes back, the cor 
respondence is complete on one sheet 

if it has to be filed at all, it is at 
least reduced to half the usual volume 
If the re ipient has to keep) a copy ol 
his reply, he can use a carbon when 
he writes it, if it is long enough to 
make it worth while; and he too has 
only one sheet to Keep. 

If the reply is more than a word or 
two, it can bye dictated and typed 
still on the copy ol the original memo. 
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9 dt hh DOMINATING the landscaped ; by : 
Ford ~ hew ottices «) OW grounds in which it stands, the new a % 
glass and stee! headquarters of the ee, Te 
Je 
Ford Motor Co., in suburban Dear _ 
66 | . ¢ | st a |” ¢ tt » bort » miles fr lowntown De 
ass an = Ce a ern OTH, Hine miles om a4 wn 
troit, is a handsome new addition to 
the automobile capital's roster of 
buildings. Rather like a version of the 
 — = } ‘ » than 3000 U.N. building built horizontally rath 
eu ae quar te rsin earoorn, Moustng more than . er than vertically, it typifies the new 
employees, is notable for its use of art and landscaping to — “#!4* envelope” type of architecture 
One of the largest buildings in the 


enhance building's attractiveness country occupied solely by the offices 
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ovable platform eases cleanin Landscaped courts, glass concourse walls give “open” feelin 
i & 
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Seventeen-position switchboard han- 
dies about 60,000 calls daily to and 
from the building’s 2300 phones 


of a single company, the new 12-story 
structure has nearly a million teet of 
floor space, and a working population 
of 3,100. The working space in the 
main unit is divided into offices with 
specially designed movable walls con 
structed of wood panels and plate 
lass. 

The streamlined functional look of 
the building interior is relieved by the 
frequent use oO; art work specially de- 
signed for the building, as well as by 
a generous use of original paintings in 
many of the offices. Rich marbles and 
woods are used In many places too, 
for color and warmth. A_ particularly 
distinctive decorative feature of the 
main lobby 1s a 37-foot pool with set 
sprays Of water. 

\ complet three-story service unit 
annex at the rear of the building has 
a caccteria, a three-level garage, kitch 
ens, dining rooms, a sandwich shop, 


an auditorium, an employee lounge, 


day 
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1 barber shop, photographic studios, 


and the various “housekeeping” cle 
partments for the entire building. 


The 


have been incorporated in the building 


most modern ideas in design 


In addition to 11 passenger and freight 


elevators, two-way escalators connect 


ill floors from the lobby to the eighth 


story. Luminous ceilings are used in 


Service, lounge, and recreation 
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all ofhces in 


thoug 


by the 


extensive use ol 


Mam 


glass 


unit, 


even 


» much natural light ts admitted 


inh €X 


fa 
terior walls. The entire building IS alr 


conditioned 


= , 
The glass wall-ty pe ol con 


(nearly five 


acres 


ola. 
0 RiddS 


were 


truction 


Lis dl 


n the building) poses particular prob 


ems of cle aniny. 


Sele, 


Ford ha 


facilities are 


mista led 


all housed 


which travels on tracks 
rool, \ 


from the ma 


‘ moachune 


srround =the | 


perine ter of the 


plattorm SUS} rded 


chine’s arms can be raised or lowered 


1 | 
by window cleaners to reach any spot 


on the building. When not in use, 
plattorm ind arms are retracted, and 
the entire unit is out of sight 


(To page 76) 
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Orders are matched with customer and item cards . . . 


How Westinghouse cut order processing 


time by sixty per cent 


by Ralph Arlin 


Supervisor of Office Mechanization, Westinghouse Electrix 


Corporation 
Small Motors Division, Lama, Ohio 


BY MAKING full and practical use ot 
integrated data processing, our com 
pany has been able to chop 60 to 80 
per cent off the time involved in proc 


The system not only enables us to 
render better, speedier service to our 
customers, but it also opens the gates 
tor tuture improvements throughout 
essing a customer's order from receipt our entire paperwork procedures. And 
to invoice. That's a big chunk of time an important result is the discovery 
saving for any business and it was well 


that the expenditures for new equip 
worth the effort it took to do it. 


ment, forms, etc., are offset by the 


effects of the system. In short, it pays 
tor itself. 


The major factor giving us increased 
speed and efficiency is the installation 
of modern communications equipment, 
more efhcient forms, and other aids 
incorporated in IDP. By applying the 
basic principles of offce mechaniza 
tion, plus other related methods and 
procedures improvements, we have 
eliminated waste motions, reduced time 
lags, and prepared ourselves for future 
increases in volume. Although the 
present application of IDP here at 
Lima is 


confined largely to the 


ec One 
| tous “ww STOCE™ 
aut ite OS NOT IN STOCK > 
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STOCK CORRES— CALCULATING TRAFFIC PRICE 
BAIL ROOS INTERPRETER CONTROL. PONDENT CLERK CLERK CLERK 
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Wid STORES eat OUR ad 2 


- « + as invoices are typed, by-product tapes are created 


Orders follow well-marked route from point of entry. Manual processing is used until 
the order clears the Traflie Clerk. From that point on, order enters integrated data 
processing pattern 
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processing of paperwork concerned 
with invoicing, shipping, and account 
ing, the system is far from being nar 
row or limited. Its inherent broadness 
and potential make it an excellent base 
on which to build future applications, 
such as payroll handling, the passage 
ot manutacturing information between 
plants, and ultimately the transmission 
of orders «lirectly from Regional Sales 


Offices to Order Service. 


Plan IDP expansion 


Ihe Small Motors Division of West 
inghouse Electric Corporation consists 
ot two departments, handling Aircraft 
and Industrial Motors. We have ap 
plied IDP solely to the Industrial Mo 
tors Department, but having seen the 
results, we have plans in the works 
tor fuller coverage of both depart 
ments. We manufacture and ship smal! 


l 


electric motors, up to |! horsepower, 


plants 
and Upper Sandusky, Ohio, and Union 


City, Indiana. 


it’ four Lima, Bellefontaine 


Lima personnel estab 
lish all production schedules, operate 
stock control, receive all customer or 
ders, and release and route all ship 


While part of the Westing 


house organization, the localized na 


ments. 


ture of our setup makes us somewhat 
akin to a medium-sized independent 
And IDP was installed with 


this in mind 


business. 


The heart of the installation is a 
yattery of Programatic Flexowriters and 
eletypewriters. On these we prepare 
invoices, create by-product punched 
paper tapes, and transmit and receive 
ill information controlling shipments 
ind order fulfillment. With one typ 


ing we documents 


provide tor all 
necessary for shipping, billing, and re 
lated internal records. Previously. it 


took at least three, otten flour or five, 


time wasting typing operations, plus i 


OfLAYED 


ype! 
43 CINS = ese 
cre One ad 


wy R100! 


000 «1639015 1/8 We MOTOR 1725 RPM 


au 
. 


data entered by typist, initiates integrated data processi 


duplicating process, to 


result We now cl so quickly and 


simply. 


Data captured with invoice typing 


or shipment notices (lor in 


int shipments ) ire prepared first 


and other documents result automat 


ally. All the necessary information for 


buture procedures 1S 


} captured on 


punched paper tapes which result from 
the invoice typing. One otf these by 
product tapes governs the hipping 


unction and the second is used to vive 


+ 
j 


— 
Fabulating, \ccounting, and Statistical 


Control all the information they need 


for their operations 


An abbreviated explanation ol our 


old system will cle irly show the gain 


we ha sf mac ind why i hange Wa 


—» 


CALCULATING 
CLERK 


TYPIST 


(Flexowriter) 


plants 
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@fe0y TO we 


Punched paper tape created as by-product of invoice 
part of the processing load from that point, both 


OPE ORoER 
rice 


TELETYPE RECORD enn 
CLERK CLERK rice 


ng operation carries m 


moores wiating CO 
2710 oavis #0 
StOMEY Gri 


in Lima and correspondent 


Westinghouse Electric Corporation 
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matically, variable 
a cvele 


necessary. [wo areas demanded atten 


tion: the intraothee s-tup at Lima and 
interplant communications 

At Lima, the work stations were so 
situated as to make an order run an 
cons acl Conirse 


shipine nt authorization 


between reception and 
It had lo coy 
er two floors and several locations and, 
with delays probable at one or two of 
these, it meant that too much time 
was being wasted getting an order into 
production. This was to be alleviated 
vomewhat by a planned move of Indus 


1 


trial Order Handling personnel to an 


plow othce where they would be 
centrally located and practically within 
irm s reach of each other. That, how 
ever, would agyravate the other area. 
iiterplant communications, and our 
Hiaypor problem 


It would have put the Lima plant on 


the same b 


i our three ont yily 


wrtinent 


o be sent to Lina tor Stock Control 
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IDP section is small, compact. Teletype at right connects unit with shipping points, Tabulating Department 


definitely antiquated \ station wagon 
and driver employed full-time would 
make a round trip once a day, leaving 
Lima early in the morning, returning 
late in the afternoon, With this system, 
there was often a delay of trom three 
to five days between shipping authors 
zation and invoicing. 

Our olyjective, then, was twotold 
First, to obtain a more eflicient physical 
layout for the initial Slapes ol order 
handling, and second, to reduce the 
tin lay occasioned by the station 
delivery and 
Moving Order Service 


town solved the first half of the prob 


wayon pickup service. 


pe rsonnel up 


lem, and comeident with that move, 
the second half was solved by the 
establishment of IDP procedures. 
Here's how it works. 


With current 


proximately 300 orders a day, we are 


volume running ap 
able to process them in a matter of 
hours, thanks to IDP 
in to Order 


Orders come 
Service trom Regional 
Sales Offices already prepared on stand 
ard Westinghouse forms. The very 
few orders yeceived directly from cus 
tomers are typed here, but this cannot 
be considered a full-time operation, 
The orders are first broken down by 
the Interpreter for correct routing. 

orders — re 


The large majority ol 


ceived is for “in stock” ttems, but re 
pardless of the category in which they 
fall, all orders follow a basic route, 
and the first Stop alter Interpreter 1S 
at Stock Control. 


verihed, 


There, items are 


ratings checked, and unit of 


10 


package weights are recorded besice 
each item It the ordered items are 
100 per cent “in sto k,” the order 4 


sent on to the Price Clerk who adds 


unit prices and multiplies 


Shipments combined where possible 


\ Calculating Clerk extends — the 
weights and prices, recording them on 
the tace of the order. She also adds 
taxes and other pertinent charges and 


ves the order ze nbined Vole 


ul 
sh pping memo number The order is 


Drathe Re 


routing, carrier, 


then handed over to the pre 


sentative who records 
| sor} . ' leper rd 
and treinght terminoloyy on the order 
Wherever possible, consolidation — of 
shipments is made and this 


tion 1s also recorded. To do this, Trath 


inlorma 


must handle the warehouse delivery 


information, authorizing the transfer 


of items from one plant to another in 
order to get full advantage of freight 
rates. From this point the order enters 
the IDP orbit. 

Necessary to the IDP procedure 1s 


the maintenance of a tile of “constant 


data concerning customers and ordered 
material. This information we « ipture 
on edge-punched cards and hold in a 


tub file. The cards wer prepared by 


Flexowriters in the early st ire from 
then existing orders. As new-customer 
orders come in, cards are prepared and 
in the course of normal turnover we 
Acquire punched card information lor 
all customers. A customer or “header” 
card will contain such information as 


salesman, sale sman’s code number, ship 


to, charge to, terms, and customer code 
“stock’ 


has an identifying card 


' ‘ 

number. Each item, whether 

! 

or NONSLOCK, 

irrying full description and code. 

The first step, 
work, 


to match the order with the 
respective header and ttem cards. They 


following Trafhe’s 


are then batched a cording to like or 
ders, like items, and like 


points. They then go to the Flexo 


shipping 


writer operators 
This brings us to the point ol pre 
paring nvoices. This is. the single 


typing operation mentioned before and 
it combines the rapid automat repro 
duction of the constant data held i 


the edge-punched card with the manu 
. sll | — . . 
al entry of variable data suc h as prices, 


weights, routing, totals, etc. Our in 


oice Lorms were spe ally designed lor 


the system by The Standard Register 


Company. The standard form is a 7 
pun hed, 
” 

x & , operating over 


part Kant-Slip, marginally 


continuous set, &! 


t b 
i Standard Reygistrator Platen. All our 
forms are the same Size, Piving greater 


efheiency im transmitting data from 
ial 


me to another. Variations of the in 
voiwe form, such as number of parts, 
‘tterhead, terms, and “charge to” in 
formation, are used tor Government 
and Canadian orders—but these differ 
ences a@&re small. 

The seven parts of the invoice will 
eventually be 


Part 1, to 


' ' 
distributed as follows: 
Parts 2 3 


, + 


Accounting; 
and 4, to the customers: Parts 5, to 
Accounts Receivable; Part 6, to the 
(To page 80) 
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Conclusion— 


AMA meeting stresses systems, 
automation to offset 


personnel shortage 


Speakers advise “top management thinking” in every 
phase of the office management responsibility, constructive 
use of the office grapevine .. . 


In the November issue of Office ing Research Seminar on Inteyrated Manayer, klectronics Research and Ap 
Management, a report of the first half Data Processing Principal speak plication Division, Port of New York 
o} the I merican Vanagement Issocia was Dr. Samuel N \lexander, Chic Authority Norman |. Ream, Director 
tion's anual Office Management Con Data Processing Systems Division, Na of Systems Planning, Lockheed At 
ference, held in New York Oct. 15-1; tional Bureau of Standards, U. S. Dx cratt Corp., Burbank, Cal and Cap 
was given, This instalment covers the partment of Commerce, Washington tain Charles Stein, Director, Advanced 
concluding portion of the three-day Panel members were Eugene Boulan System Supply, Research and Develop 
mecnung ver, Assistant Director of Planning nemt Division, Bureau of Sup) hes and 

The afternoon session on Tuesday Mutual Lite Insurance ¢ ompany © \ccount Depart nent of the Navy 
was piven over to a panel discussion New York: Howard Ellis, Senior Con The tinal Wednesday morning s 
on Integr ited Data Proce sing \ sultant, | nyinecring Depart nent, | | ions of the conlerence were given over 
Progre , Report \)) participants duPont ce Nemours and Co. Wail to discussion of Vhe Manavement of 
were members of the AMA Continu mington, Del.: Silvio J Noschese thee Service Mak ing Construct 

Use of the Othce G ipevine inal 


lkinployvee Round i) Western Style 
Dhomas H. M Donough Manages 
(Omer Service H. J. Hemz Co., Pm 


vurygh, discu n thie first subject told 


oe 


oth c 


mothe 


many 


ina prott lor the ompany 


I} my of wu went to thy yeneral 


ie nanayer in yave him an idea 


S400 000 we 


$400,000 in 


a) 6fhbore 


eflect on protts than wo da $/ O00 


tenoyrapny ark 


‘ P i 
It is inportant that every ¢ nphoyes 
' 


iM taught to view ofhice 


on 


to company ronts in this 


Exhibits attracted the 800 participants between program session manner, McDonough told the wroup, 
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Panel from Sylvania Electric Products described company’s new 


but he stressed that m is essential su 
pervisors be imbued with this view 
point 

His own company has achieved say 
ings as beneficial to the company profit 
picture as a $400,000 increase in sales 
through installing telephone dictation 
in the engineering department, he re 
ported. Heinz has saved the profit 
equivalent of $750,000 in sales by con 
verting manually operated elevators to 
fully automatic operation, 

The ofhce manager should use “top 
management thinking” in every phase 
of his job, McDonough emphasized, 
even beyond being aware always of his 
responsibility in the company’s profit 
picture, 

“Othee services play a vital role in 
the smooth functioning of all company 
departments,” he stated. “The office 
manager has a real responsibility for 
public relations; he should make fre 
quent checks to insure that office sery 
lee and other personnel handle outside 
contacts in such a way as to build 
good will, He can do much to make 
the othce a better place to work—one 
that reflects to the public and to em 
ployees the care the company takes in 
the manutacture of its product.” 

Providing opportunities for train 
iy and development ol employees 18 
also logically the responsibility of the 
office manager, McDonough | stated, 


He should “take a sincere interest in 


{ To page Os) 


Leon C. Guest, Edgar 


Thomas H. MeDonough 


Samuel Alexander 
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Royal-McBee offers small computer; National Cash 


markets bank bookkeeping machine 


he Michigan Hospital Service has trom idmission reque sts, through ances on conventional bank forms. 
ordered a Datamatic 1000 electronix name and address revisions, to service Equipped with an electronic reading 
data processor to handle the records reports. He said it is estimated the and recording mechanism, the ma 
for its 3,500,000 subscribers, Robert J. Datamatic 1000 will be able to handle chine automatically “stores” a depos 
Koch, director of the organization's this load in two hours a day, leaving itor 's checking account balance on con 
Othce Management Division, reported the other six hours of machine time ventional ty px monthly statements in 
last month at the 1956 Blue Cross tree tor other necessary operations such the form of invisible magnet symbols 
slue Shield Management Workshop as billing procedures, and compilation According to the company, this makes 
in ¢ hicago of overall statistics. it impossible for old balances to be 

Mr. Koch said that the Mi hiyan According to the speaker any de pi ked up incorrectly through an op 
plan, the second largest Blue Cross ired item of information concerning ecrator’s mistake when new transac 
Blue Shield plan in the country, han inv subscriber that has once been re tions are being recorded 
dles a minimum of 25,000 transactions corded in the computer can be identi The machine also checks to insure 


-cord 


! +} 


changes hed and reporte | on in less lan two that the proper check is charged to 


ninute the proper account It automatically 


ns bookkeeping forms to the prop 


NCR markets new machine er posting lines as the posting opera 


The National Cash Register Com tion proceeds, signals the operator if ; 
pany announced last month at the an account becomes overdrawn, and i] 
innual convention of the American ceases operation if the operator makes f me | 
tankers Association in Los Angeles, wn error. m 
the celease to the market of its Post As forms are fed into the unit, the 
tronic electronic bank bookkeeping reading and recording heads scan the 
nachine, which was exhibited for the magnetic symbols recorded on the 


first tune it the American Jankers form. When the operator enters figures 


, rr ' » cles : 
Association annual convention — last representing the new checks drawn ; 
vear (Office Management, November, iyainst he account, and deposits 
a 7) made, the machine calculates the de 
, ° ] | . 
Major innovation in the newly positor’s new balance, erases the old 
arketed machine that it 1uto mapneti ally tored balance and enters 


the new higure in magnets symbols as 


well as in legil 


| ! 
matically NICK up old account bal 


von 


" * ? —_ fed -* 


ile form 
Royal-MeBee produces computer 


The Royal-McBee Corporation has 


entered the computer field with a 
desk sized electron computer which 


is now on the market The LOP 40, 


— 


i product of Royal Precision Company, 


i jointly owned ub idiary ol Royal 


' 
McBee and General Precision corpora 


tions, is designed particularly for en 
—_————— gimecrn ind scientific use nut Royal 
q has announced that it only the first 
| q ) a line of ete on lata processe 
= | 


New card converter offered 


| Ooi he ca hy In ha in 

- ed develonme of a new Alwa 

: oe erter to tra late pl ibet 

ily ind «te ally mca informa 

m on ards into nnary code trom 

and Royal-MeBee desk-size LOP 30 computer ut oO ts Alwac computer. 
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Does your office compute 


overtime pay correctly ? 


Overtime needa'’t be paid for more than cight hours’ work on any one day, as long as weekly 


Several different methods of computing overtime pay 


are permitted under the Wage-Hour law. but every office 


must follow one or more of the methods exactly 


by Robley 


M anawement consultant 


A BLONDE OFPICE worker was in 
trouble and a figure seemed to be the 
root of it all. It wasn't the kind of a 
fiyure you would expect a woman to 
worry about though 


cimatu i aie 


this was a math 


Being efhcient however, 


she hurried over to the office account 


int because she found herself lament 


ibly short in figuring overtime pay un 


der the Federal wage-hour law. Soon 


mastered the 


afterward she finally 
techn que in niking proper entries in 
the payroll records 

Right now, mavbe« sormcone mh your 
ofhice is not computing overtime ac 


cording to the wage-hour rules. In 


any case, it’s wise to check, to insure 
workers know and 


oth ial 


that rccounting 
understand — the methods ap 


plied 


In your office the payroll book 1s 


basis ol 


used as a paying wages or 


WwW 


D. Stevens 


Washington I ‘ 


salaries to the eimmployees and should 


serve as a means of complying with 


} 
the requirements of the Federal wage 


hour law. In principal it is used to 


show the names of all office employees 


ind the amount of pay ea h one may 


be entitled to receive on payday. 


Aside from this, the payroll account 
} 


ny records must be curate, com 


void the 


pars 


waye 


plete and up-to-date to 
sibility of running atoul of the 


hour law Consequently, your method 


of recording payroll information must 
include all essential facts relating to 
othe employees waye 


must be easily provable as to accuracy. 


ind hours, and 


While this is also true of other office 


documents, books and accounts, the 


importance of keeping accurate and 
adequate 


be overemp!} | 
t y Mmphasized, 


payroll accounting records 


cannot 


Obviously, every office employee 


ee 


TOOK kaa eee 
RR ee nee 


hours don’t exceed 40 


than 40 hours in any 


working more 


: : : 
one work week and not qualified as 
exem ple din an executive, administra 
tive, and professional capacity must br 


regular 


paid tune and one-half his 


hourly rate of poy tor all hours worked 
in excess of 40. 


. ! 
There are several elements to con 


sider in the compilation ol your pay 
1 


rolls. These elements and their com 


| 


ponents should he lamiliar to your 


office 


management, but they should 


also be tamiliar to those who are re 


sponsible for making-up and comput 
ing payrolls in order that your office 


accounting payroll system may _ be 


meaningful and real to those who di 


rectly are concerned with the utiliza 


tion of the information. 


In order to show why this is essen 


tial, it is important first of all to 


understand that the term “regular 
1 


rate may be defined: “to include all 


remuneration for employment paid 


o, or on behalf ot, the employee, cx 
cept the several 


W hi h are 


types ot payments 
described as ‘statutory ex 
clusions.’ ” 


Every employee in your office may 


work any number of hours in a work 
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week. And while he does not have to week of, say, 35 hours, the othce em 


be paid overtime for hours worked in ployee’s regular rate of pay is $60 di WAGE COMPUTATION ANE TH UN SEH 
excess of eight per day, or on Satur vided by 35 hours, or $1.71 an hour 
days, he does have to be paid over When he works overtime he is en 
time under the wage-hour rules if he titled to receive $1.71 for each of the 
works a total of 40 hours or more. tirst 40 hours and $2 56 (one and one 
The Federal wage-hour law takes a half times $1.71) for each hour ther 
single work week as its standard and after. 
does not permit averaging of hours If an ofhce employee is hired say 
over two or more weeks. For instance it a salary ot $60 for a 1)-hour week, 
if an office employee should work 30 his regular rate is $1.50 an hour 
hours in one week and 50 hours the Where the salary covers a period 
next, he must receive overtime pay longer than a work week, such as a 
for the 10 overtime hours worked in month, it should be reduced to its 
the second week, even though the work week equivalent In hort, a 
iverape number o hours worked in monthly salary is Subject to transia 
the two week s 40. tion to tis equ ilent weekly wag 
simply by multiplying by 1? (the 


number ot nonths ) ind di ding by 


Ther . ’ ne thar r +} | { | \ 
nere 1 oO requiremen that ovel ) (the number of weeks). em 


tume pay be Po 1 weekly dut over monthly salary also is translated into Wage-hour checks are detailed 
uume pay earne lina part cular work its equ ilent weekly wage s1 nply by 
week should be | id on the revular multiplying by 24 and dividing by Vethod 2—Office Salaried / m ploy 
pay day tor the period in which the ? Remember, however, once the ce Irregular Hou SU pPypose in othe 
work week ends weekly wage is arrive 1 at, the regular CT POVes carns $4¢ per week with the 
The revular rate o pay it which hourly rate ot pay should be calcu under tanding that hi lary is to 
in othce emplovee is ¢ nployed may lated as indicated above And, under cover all hours worked and if his hours 
not be le than the statutory $1.00 special arrangement with the Wage ; of work fluctuate trom week to week, 
minimum in effect since March 1, Hour Administrator your ofhce man his regular rate of pay wil iry from 
1956. It, however, an office employee agement may pro wle that the regular week to week and will be the a crape 
reyul ir rate o! pay ; higher than thi rate wi be determined by d ding hourly rate each week Suppose, lor 
his overtinn pay must be computed the monthly ilary hy the number oOo mnstance, that clus ny the cours of! 
it a rate o not les than time and working day in the nonth and then our weeks the othe employee works 
one-half based on such ligher rate by the number of hours of the normal 10, 46, 50, and 41 hours. His regular 
Ofhce employee carnings may be or regular workday. Obviously, the hourly rate of pay in ea h of these 
letermined on a salary, commission, resultant rate in such a situation must weeks is approximately $1.14, $1, 92 
piles rate 0 other a The regular not the les than the tatutory > min ents ¢ vhi h would « below the sta 
hourly rate of pay of an office em imum rate per hour (To page ¥4) 
ployer the ore is determined— 


maid, 


Beside knowing and understanding 


he conditrwe y mavro accounting 


4 
othice hnanayement isually HIKES 


computing over 
time 18 corn irable to the official sv 


the 


Vethod | Office Salaried Employ 


Ce General, It an employee in your 
thice employed solely on a week! 
ilary A n reg ilar hourly rate 
or pay Oo which time and a halt 
hould be based) is computed by d 
iding the ary 4 the number ol 
hours which the salary is intended to 


ompensate Suppose, Tor example, an 
othce employee hired at a salary of 


SOU). If it is under tood that his Salary 


is compensation to 


fr a regular Work Overtime regulations don’t apply to “executive” or “professional” workers 
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Control: “action which adjusts operations to predetermined standards. . . 


9° 


(From page 32) 


increase the productivity of a labor 
force which is not growing as fast 


as the population as a whole. 


During the period in which the pace 
of automation accelerates, there will 
be some job displacement, he con 
ceded, and every company has a fe 
sponsibility to do everything it can to 
minimize the effects of such displace 
ment on its workers, if there is not 
to be a trong social reaction against 


the entire impact of automation, 


4 mid-morning session of the se 
ond day programs con isted of three 
concurrent sessions, one of which was 
a panel discussion on “New De clop 


ments’ in the data processing field. 


Speakers were Frank Ludwig, man 
ager of Special Machines Department, 
Jurroughs ¢ orporation who described 
several of the new products under 
development at his company, Edwin 
QM. Blodgett, Chief Development En 
gineer, Commercial Controls Corpora 


tion, and Jay C, Shaver, Development 


and Sale Engineering Departments, 


Commercial Controls Corporation 
With the u of slice 


lustrated the areas in which new ma 


Sha er 1! 


applied 


chine could Ne } 


The other two concurrent sessions 
“The Mounting 
Tide of handled by 
W. ©. Twaits, executive vice pres 
dent, Imperial Oil Ltd., Toronto, and 
“Work Smarter—Not Harder,” a talk 
by Allan Hl. Movgensen, director of 
the Work Simplification Conference, 
Lake Placid, N. Y., and Sea Island, 


were a discussion of 


Pare rwork P63 


In discussing the growing complex 
ity of administrative procedures in the 
business world today, Mr. Twaits stat 
ed that his concern was with the basic 


problem ol 


communications which 


would 


permat decision and controls 


at all levels of supervision Paper is 
needed, he said, “in the sense of com 
munication mn all phases o} modern 
economic life.” but the word “paper 
work,” he went on, has become a 
term of derision, suggesting poor com 
munications, misdirected messayes, and 
entirely too much unnecessary informa 
tion 

In seeking an eflicient communica 
tions cycle, he said, “we must look for 
the means of transmission of the right 


message to the right person at the 


in other words, the mes 


right time 


M6 


sage must contain the information nec- 


essary for making a decision. and must 


be received by the person eq lipped to 
make that decision.” 


Referring to a group yt idy per 
formed by his company a tew years 


wo on the flow of sale information 


in a reorganized firm, Twaits found 


that the following tactors were notice 
able in attempting to establish an efh 
cient communications system 

1. Paper is the arterial system of 
good operation, 

2. Hardening of the arteries, with 
interruptions in the ommunications 


flow, can develop unnoticed 
Top specialists needed 


The time has arrived, he stated, 
when top men similar to those who 
have been in material flow and design 
needed in the 


field of information flow. 


“ 


for many years are 


People are our most 
concern,” declared Mr 


offering his idea that business has 


important 


Movensen, in 


turned to automation in an ittempt 


to avoid the frustrations of dealing 
with people. 


Technolovy by it elf is not enough, 


he said, since it forces people to find 
outlets for their creative forces in 


places outside the office. 

Higher living standards for 50-60 
million more people, with increased 
productivity ind possibly i horter 


work week and work day: the main 
tenance of the military with a possible 


labor shortave, and the pro 


| 
resultant 
] 
duction of more goods for undeveloped 
, 
countries to meet the economic chal 


lenge of Russia—these challenges face 


the American people today, he stated, 
They can be resolved through auto 


mation perhaps, but more surely 
through people, he declared. 


Intelligent action from people re 
quires these three factors, he said: 

1. Desire to solve the problem 

?. Ability, with the green light given 
to thinking. 


3. The capacity for handling the 


human relations problems involved. 

Work simplifi ation, he stated, doe 
not put people out of business, but 
“makes a consultant out of the bus 
iness man.” 

Opening the Tuesday afternoon 
program were two concurrent sessions 
with Blair Smith, Manager, Market 
Analysis Dept., International Business 


Machines Corp., and J. P. Eckert Jr., 


Rand, 
Developments” in their 
Douglas S. Sherwin, 
Rubber Chem- 
Phillip. Chemical Co., Bar- 
tlesville, Okla., } 


“New 


a 
companies 


Remington discussing 


' 
precucts, and 
\ssistant (Coorainator 
' 


andling “Systems Im- 


plementing Management Control.” 
In order to design a good system for 
management control, it is necessary 
that the designer have a clear idea 
of what control is, and for the man- 
ager who is to exercise control to 
have a clear idea of the nature of 
management control, said Mr. Sher- 
win, but this idea! situation does not 


4 definition ot management con- 


h he offered is “action which 


operations to 


| predetermined 


standards,” and its basis is “informa 
tion in the hands of the person with 
authority to act. 

A system of control will have four 
distinct elements, he said, which are: 
1. Operations which are controlled. 
?. Information which describes op 
erations as they ictually are. 

3. Standards, the desired norms of 
operation. 

+, An individual able to sense the 
difference between the actual opera 
tions and desired operations, and who 
has authority to take action to restore 
periorm nce to the standard. 
policy 
for control, he stated that “policy 


} 


In discussing the question of 


making Is a preserve o! the admin 
istration,” and that concern with pol 
cy questions is one ol the most im 
portant responsibilities of the systems 
man since policy is “shaped and es 
tablished in the organization’s pro 
cedures. 

“Policy 1s SO decisive in condition 
ing the climate within which the peo 
ple of the enterprise make their con 
tributions to it, that systems men 
and everyone else who has anything 
to do with it have an important ob 
ligation in helping to make that policy 
as fruitful as possible,” he said. 

In conclusion, Sherwin said that far 
from being annoved at the subject of 
should feel that 


' , 
control, the manager 


it adds to his prestige since it signines 


that “authority and responsibility have 

heen delegated to him for results in 
, , 

a given area and is the plainest evi 

dence of his superiors trust ind con 


} 


, \ 
fidence in his ability to achieve them 


\W ithout supers ision.” 


} 


(To he concluded) 
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A For the coffee break 
( offee, 


DOU ION ire 


Instant 


cocoa, and beef and 


ch ken unit 
| 


heverage 1 
beverage packs 


} lor distribution in dis 


pensers used with hot-and-cold water 
coolers. Beverage Vending Packs from 
The Nestle Co., Inc., 2 William St.. 
White Plains, N. Y.; dispensers from 


Lehigh, Inc., Easton, Pa. (A-1) 
g 


New 
for the office 


Vv New adding machine 

Monroe Calculating Machine Co., 
Inc., Orange, N. J., offers the 
‘800° full-keyboard 
with keys 


tions, faster operation, red printing o 


new 


adding mac hine, 


colored to indicate fun 


ind other features. 
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A Copy stand 
his 


sists of a 


stainless steel < ) star con 


copy table, which 


A Electric collator 
Lhe Series Il 
is a product of The 
Lid., 
or 


handlin ry 6, 


+ 


and fort} nr 5 to per Metromati« 


mit enlargement or pho 


tographs or artwork, camera licator Supply Ca 


made by Calumet 


Co., 6550 N. Clark St., Chicago 


(A-3) 


| +? 
plattorm, It is 


Mig 


London, 
offe red tor 


taduct, 
stacks of paper Various 


ind sizes can he ACK 


ciectri col 


Metro Du 
9 | lolborn 
Models ire 


| A or 16 


paper we ights 


ommodated 


(A-6) 


V Versatile film splicer 


The Neumade 
Film Splicer 


Shepard 


4mm, lomm, 35mm, mage nt 
The 


used; 


ind Cronar film stock. 
heating principle 1s 
not require cement of 
made 


New 


A For automatic dialing York | 


The Dialaphone is a device for calling 
automatically at 


Numbers 
crank Up to 


telephone numbers 


the touch ot a button. 
selected by turning a 


850 numbers can be stored in the 
by Jame 
Mateo, Calif., and distrib 
Automat Electri Sales 
1033 W. Van St., Chi 


(A-4) 


unit, which is mace Kilburg 
( orp., San 
uted by 
Corp., Buren 


’ 
iho. 


V Faster photocopier 
Hunter Photo opyist, In 
Syracus N. Y 


that thi new 


cer St., 


three 


A Rotary collator 
This new unit 


Co) 


provides for mou 
A-Tron 


- , 
tabic top whl 
on ball bearings. It is mad y Ass 


* 


ciated Industrial esigners, 3726 Ef 


fingham Place, Los Ang (A-5) 


ntin 
standard jlators on a 


rotating mounted 


is «ke Signe d 


| 
SOLUTIONS 


Products ¢ orp., 250 


hlectronic 
to handle 
, acetate 
dielectric 
splices do 
Neu 
W. 57 St, 


(A-7) 


5 Spen 


announces 


can turn out 


ime ofr 


is priced 


(A-8) 
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V Safe line in color 

A new line of Protectall Safes, made 
by the Protectall Division of Mosler 
Sale Co., Hamilton, Ohio, features 
| 


color styling, relocking « vices, Coun 


ter-Spy dial, and redesigned escutcheon 


plate. (B-1) 


V Larger copy holder 


\ new swing arm under the line find 


er of this regular-size Cop-e-Kez copy 


board permits it to accept sheets o 
paper up to 17 in. wide. 
Products ¢ orp., Lansdale, Pa., is the 


maker. (B-2) 


| aansdale 


q New-type photocopier 
This Copycat photocopier uses ~ green 
light” In copying original material, 
permitting it to pick up inks and writ 
ten matter in all colors. Copies can 
be made in 30 seconds. It is a prod 
uct of Copycat Corp. 41 Union 
Square West, New York. (B-3) 


A Short-forms cutter 
This Short-Form-Cut-Off Machine 1s 
designed to separate forms less than 
, im. deep automatically. Forms are 
cut, rather than separated by tearing 
perforations, at a rate of 130 a minute. 
Moore Business Forms, Inc., 900 But- 


falo Ave., Niagara Falls, N. Y. (B-4) 


A Hot water attachment 
The Drinkateria Attachment, for use 
with cold water bubblers or sinks, 
provides hot water for instant bev- 
erages. It is offered by Solupak Co., 
1602) Glenwood Ave., Minneapolis, 


which also provides instant beverages 


and soups, (B-5) 


A New-type fountain pen 
The Parker 61 uses the principle of 
capillary attraction for its filling and 
ink flow system, eliminating moving 
parts. The pen “hills itself automat 
ically.” This is a new development of 
The Parker Pen Co., Janesville, Wis. 


(B-6) 


V New drafting instrument 

\ device said to enhance accuracy 1n 
paraliel lining and cross-hatching, the 
“Koh-Liner” utilizes push-button in 
crement ad\ ance mec hanism, by means 
of a dial, for line spacing. It is a prod 


uct of Koh-I-Noor Pencil Co., Blooms 


bury, N. J. (B-7) 


V 84-inch movable partitions 

New Space Setter partitions are avail 
ble in an S$4-in. height. Units are free 
standing and are made ot steel with 
ylass panels on inserts of masonite, 
pegboard, or acoustical material. Mar 
nay Sales Div., Rockaway Metal Prod 


ucts Corp., 1270 Broadway, New York. 
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v Intercom control center 
Webster 


nee , 
The ¢ onsolette, a product 0 


Racine, Wis., is a control 


ntercommunication It 
designed to provide conventiona 
communicating 1; ilities, and, in 


dition, musi listribution and paying 
lor trom one 48 locations. (C-3) 


A Parcel post scale 


ies aa es 
This 70-lb. automatic computing par 


cel post scale is called the Triner Im 


The Trine: 
Scale & Mfg. Co., 2714 W. 


( hicago, it 


' 
perial. A new product of 


features 


} 


band chart. 


q Label printing machine 
Weber Marking Systems, Di o} 
Weber Addressing Machine Co., In 


g 
Mount 


Prospect, Iil., has 


this Model 80 Lal 


introduced 
Printing Ma 


hine which prints from Weber sten 


or trom rubber | ’ i rate 
105 a minute in 41, by 


(C-4) 


V Ball pen 
The new Wearey 
tall Pen 3 


It features a new 


Pioneer 
made to sell for 
double re 
‘ 


le signed tO i (lal 


t 
David Kahn, In 


y 


North Be ry 


(C-5) 


A Order point calculator 
Van D. Mark, P. ©. Box 67, 
Mich. 


Order Point ( alculator, ol plastic con 


Mount 


Clemens, offering a new 


struction, for determining order points 


for stock items according to formula. 


(C-2) 
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V Parcel post labels 

These Fast lyping Parcel Post Labels 
in sheet form have recently been an 
nounced by Dennison Mig. Co., Fram 
Inpha n, Mass 
in SS by-L1-in. 


mad ’ 


Labels come eight to 
sheet. Carbon copies 


using standard carbon 


(C-6) 


+ Aluminum instruments 

Drawing instruments of hard alumi 
nui Are a product ol The Vairgate 
Rule Co., Inc., Cold Spring-on-ud 
son, N. Y. New in the line are a 
small Gin. T-square and triangle, par 
ticularly designed for use on layout 


pad (C-7) 


V Electric collator 
The Golden 
signed to collate up to 24,000 heets an 
hour, It gathers, jogs 
ind stacks 


ct-combiner 


Automatic collater is ce 


counts, taples, 


i" 
material automatically \ 
feature permits com 
Dar ‘ ! 1) ( " ) 
Dinations oOo prouy ’, . and | 

in endless 


Corp., Wayne, N | 


sheets Collamatu 


(C-8) 
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A Secretarial posture chair 


The No. 1728 posture chair for sec 


retaries 1s a new product of the Royal 
Metal Miy. Co., 175 N. Michigan 
Ave., Chi ayo |. Features melude 4 
way adjustable back and foam rubber 


seal. (D-1) 


V Executive desk 


This desk is one of the Profile Group, 


ne wly introduced by the Imperial 
Desk Co., Evansville, Ind., which fea 
tures a sculptured wood type of de 


sign. The desk is genuine walnut. 


A Modular furniture group 


This new line of modular furniture is 
Modular unit 


x” combined in numerous ways, 


made of stee] which 


include desks, file units, cupboards, 


} 
tops, tables, etc. Invincible Metal Furn 


Manitowoc, Wis. (D-3) 


iture Co., 


V Lounge chair 

This Lord Marlowe No. $53 lounge 
chair, made by Gardner Craftsmen, 
Gardner, Mass., is upholstered in Bolta 
Continental fabric, a product of The 
General Tire & Rubber Co.. 


Mass. 


Lawrence, 


(D-4) 


p> Folding chair 

Clarin Mfg. Co., 4640 W. Harrison 
St., has announced the Commuter, an 
auxiliary office chair with a 2-in foam 


' 
rubber seat, available in a Variety oi 


(D-5) 


enamel and upholstery colors. 


¢ Executve desk 

This desk typifies one of two new 
designs in the Elite line now available 
from the Executive Furniture Co., 
P. O. Box 624, Wichita Falls, Tex. 
Basic components, in wide variety, 
may be combined to form numerous 
desk, credenza, and wall cabinet de 


(D-6) 


signs. 


A Expanding drawer 

This new desk, by Northwest Metal 
Products Co., Green Bay, Wis., fea- 
tures a “V expanding drawer with 
which, to 
gether with a tilt-back follower, pro- 


idjustable front tension 


vides greater working space and hling 


(D-7) 


capacity: 
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{ Monthly Feature 
Tools of the Office 


Filing Equipment 


by Robert Beeman 


re 


— 


The standard filing cabinet is not al- 
ways quite so standard as it once was. 


The picture above, for example, shows 


a six-~lrawer cabinet designed to oc- 


eupy less space than many five-drawer 
models. In the top row at the right are, 
first, an insulated model on casters, 


and second, a design intended to fit 
the decor of an executive office. The 


center pair are a combination § cor- 


respondence file and stand for refer- 
ence material which can be of the 


visible type, and a cabinet which has 
additional filing and working space 
because of its expanding front draw- 
ers. At the bottom are a unit for tab 
ulating cards, symptomatic of the in- 
terest in mechonization in the office, 
and an insulated filing cabinet. (Pic- 
tures by courtesy of Remington Rand, 
Meilink, Yawman & Erbe, Art Steel, 
Northwest Metal, Corry-Jamestown, 
and Herring-Hall-Marvin,. respectively.) 


‘THE GREAT increases in the speed 


and efhciency of modern ofhes equip 


ment have not only increased the speed 


and efhciency with which MUSINESS 


record ire produ ed They have re 


sulted 180 In a yreat increase in the 


number ol recor ls. 


The flood of paperwork has reached 


such a volume that ontrolling it has 
become a mayor office problen. Bring 
ny t within bounds is a complex 
job and it is being approached from 
moany ingle ‘. Mo t of the approa he } 
fall into one of two categories: sys 


tems inalysis and records manage 


nent. 


The former method j; aimed at 


simplification of essential work and 


1 
WOrTK 


non-essential 


elimination 
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Transfer cases permit 
storage of inactive but necessary ree- 
ords. Because of the inerease in the 
number of different shapes assumed 


by busis 


inexpe 


“oe records, transfer cases are 
offered in many sizes. The two shown 
here illustrate this point. Both are 
made of steel. (Pictures by courtesy 
of Wilson Jones and Dolin.) 


Its technique 5 Are Numerous and it 
reaches into the entire field of office 
activity. But since much of the ol 
fice’s functions center around — re 
ords, good systems work generally re 
duces paperwork, 

Records management, which can al 
so include a portion of the systems 
activity, takes into account, among 
other things, the physi il handling ol 
records. It deals not only with the 
elimination of unnecessary record prep 
aration, but also with unnecessary 
record distribution and overlong re 
ord retention. For those records that 
must be retained, it searches out 
methods of slorape that offer the best 
balance among cCconomy, usability, and 
protection 

Both approaches have shown that 
there is an enormous waste in to 
day's othce of space, equipment, and 
personnel employed for unnecessary 
records work. In a business sense, 
of course, this amounts to a consid 
erable waste of money, to say nothing 
of the frustrations and tedious oper 
ations that result 

The purely physical handling of 
records is a major subject. It can 
not be covered in this introduction, 


except. by implication. The list of 


products at the end, however, will 
give some clue to the diversity of 
equipment now available to help solve 
the record retention probiem. 

Improved efficiency in the actual fil 
ny ol records 1s being d omplished 
in a number of ways. 

In the first place. records storage 
is being made more compact. This 
not only brings more records within 
reach of a clerk, but it, also reduces 
the outlay tor space and equipment. 
Increased compactness 1s possible with 
out actually reducing the size or 
weight of records—although this, of 


course, suggests additional  possibil 


ities. 

Through redesigning of filing cabi 
nets, it has become possible during 
the last few years to get extra filing 


space in a cabinet of 


given size. 
Numerous manutacturers now offer 
fivedrawer cabinets that have the 
same external measurements as old 
four-drawer models. In some cases, 
six-drawer files, no higher than five 
drawer cabinets, are available. 

Shelf filing is another approach. In 
certain instances the principle of filing 
sidewise on a shelf has been extended 
to closed cabinets. The sc SOTTIE what 
resemble bookcases in that they are 
cabinets with doors of one sort or 
another, with shelves to hold their 
contents. Some models have doors 
opening in the usual manner; others 
have doors hinged horizontally that 
can be slid out of the way or can be 
used, when open, as temporary writ 
ing areas. 

Shelf filing is considerably more 
compact than filing in standard cabi 
nets, since it reduces the amount ol 
aisle space required there are no 
projecting open drawers The use 
of doors largely answers the com 
plaints of those who feel that mate 
rial left in the open becomes dusty 
Makers of open-shelt 


types point out that 


too qui kly. 
air-conditioned 


ofhces are dust-free in any 


largely 
case 

Filing methods—indexing facilities, 
for example have been adapted to 
make shelf hling more efficient than 
formerly. Other aids, such as rolling 
desk-chair units, have been made avail 
able. As a result, while many types 
of shelf files are considered best suited 
to relatively inactive material, one 
manutacturer now considers that prop 
erly designed shelf filing equipment 


is needed for “records that are too 


active to be placed in file drawers or 
ordinary shelving.” 

Where space saving is important, 
as is often the case with relatively in 
active records, the principles ot “mo 
bile storage” can be helpful. Several 
companies are now making installa 
tions ol hiling units, including trans 
ler cases and shelf type units, $o that 
The tracks may 
he placed on the floor or overhead, de 


they roll on tracks. 
pending on the method used. 

In a typical installation, a row of 
non-rolling units is placed against the 
back wall. A set of tracks is in 
stalled just in front of this row and 
on it are mounted a number of rolling 
units. This number is not sufhcient 
to cover the back row completely. 
Space enough is left that when access 
is desired to a unit in the rear row 
there is room to rol] the unit in front 
or it to the side While it 18 possible 
to place an indefinite number of rows 
adjacent to each other in this manner, 
it is rarely practicable to use a total 
of more than three when the only 
access 1s from one side. After an in 


tervening aisle 


, of course, another 


bank nay be set up. 

This method makes very efficient 
use of floor space. (Relatively little 
floor area is required for aisles.) Ex 
cept tor 


however, it is not ideal where quick 


mate rial in the front row, 

wccess is desired and it is normally 
reserved for less active records 

The net result of any of these meth 
Le itt ble icin 

ods 1s to Ma ( it poss! n¢ to store more 

records in a given space than is cus 


tomary with more conventional equip 


ment. Such a result can reduce ren 
tal costs, and can reduce the cost of 
the filing equipment itself. It also 


can mean quicker access to material, 
pt in the case of records filed in 
mobile storage equipment. 

Another approach to efficiency of 
hiing is to increase the speed ot 
access to files and to filed materials. 
One method is to introduce the factor 
of mechanization. This is done fre 
quently with rotary card files in which 
cards are carried in a roughly circular 
path so that by rotating th 


any portion of the file can be brought 


e¢ system 


within reach of a seated operator. 
In some wheel types, the cards are 
attached directly to the circumference 
of the wheel. In others they ride 
loosely, being held in place as the 
wheel rotates by retaining bands or 


Many 


similar devices. rotary files 
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provide for carrying he cards loosely 
in trays that remain level, no matter 


he rotating cycle they 


in what part of t 


may be. Many of these files are 


motorized, so that any records desired 
can be brought to working level at the 
press ot a pushbutton. In other mech 
anized systems, cards are carried in 


banks which move up and down to 
within 


the materia needed 


Obviously, this type of equipment 


1S designed for use where Irequency 
and rapidity oft access to card rec 


ords are important The equipment 
is not inexpensive and it justifies it 


selt primarily on the grounds of 


working efficiency. This efficiency 


g 
results, however, not merely irom 
rapidity of access but also from its 
effortlessness in use. It is much less 
uring to work with, and operators 
are less likely to err through lalipuc 
as the day progresses. 


Two other concepts have been ap 


' \ 1 
plied to the probiem ol quick At 


CESS. One of these is the principle 
of random hling Obviously, th 


imount of time required to file or 
to locate a particular record is in 


1! 
many cases al out o 


proportion to 
the length of time the record ts a 


tually in use. Much of this time is 


msumed in the simple process of 
hunt ny, and it an be largely elimi 
nated if the record need not be filed in 
4 parti ular location. 

If the accuracy with which a re 
ord 1s placed ina file can be reduced 

if, in other words, it can be placed 
in a number of different locations 


lox ated CASHLY 


that hunting time in be 
with 
While the principles of random fil 
ing cannot be applied to many types 
of filing, they have been used in sorne 
' , 
special 7ed cases For « Kampie, certain 
ning systems using printed forms are 


so designed that from one to ten rec 


ords may be hled in any order be 
hind a visible file guide. The as 


sumption, which appears justified, 1S 
that t 1s quik ker to inspect an aver 
age of five card records behind one 
easily located guide than it is to take 
the time, when filing, to place the 
record in an exact equence, 


Another type of random file de 


pends on a system of notches punched 


in the bottoms of the cards. The 


notches correspond to a code, which 


may be geographical, numerical, and 
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so on. It an alphabetic code is used, 


it is usually limited to the first three 


letters of the name. The cards are 
filed at random in a specially made 
card tray. By entering a code on a 
keyboard, all cards notched with that 
code are forced up so that they pro 
trude above adjacent cards. This de 


vice permits rapid Inspection Ol mate 


rial i the same category, and, in 


reduces hing 


t greatly z£ 


particular, 
time, because the cards may be hiled 
anywhere in the tray. The notches, 
incidentally, are punched in the cards 
by means of the same keyboard used 
to select cards. 

One of the most popular types of 
filing equipment, when fast access is 
required, is the “visible” type ol file. 
Visibility, in this sense, refers to the 
fact that one or more margins of a 


record may he inspected without mov 


ing the card ahead of it. Such an ar 


rangement permits identification of a 
record without touching it and 1s ex 


tremely fast for purposes of access. 

Opposed to visible filing, in this 
context, is vertical hiling The word 
“vertical” ear no reterence what 
ever to the position of a re ord with 
respect to a true horizontal. It means 
simply that re ord: ire led without 
any attempt to provide an exposed 
maryin of the records Usually, a 
record 1s completely covered by the 
one in tront of it The term is de 


, , 
rived from an old filing concept in 
t? oe ' , 

which papers were merely stacked one 
ibove motner if ce k drawers and 
orrespondence tile 


whether the y 


ire Kept in hiing cabinets of on 


vhich nake I meaning omewhat 
carer 

In pra tice 0 ours al] hiing sys 
tems em loy ertain isible ind cer 
tain ertical prin iples \ system 
of file guides, such as is used in most 
correspondence hles, nake it pos 
sible to identify the gu des without 
noving adjatent records, These are 
isible guides. \ visible record file, 
conversely, usually contains banks of 
ards which are ompletely covered by 
other banks of cards. No_ practical 
filing system, in a. strict SC T1S¢ 1S 


purely vertical or purely \ 
terms are used relatively 

There is, however, a type of file 
which may be considered intermediate 


between conventional vertical systems 
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and visible methods This is often 


: ° T 

described as “vertical-visible In such 
, 

systems the cards usually have nore 

than one margin exposed This may 


be accomplished by cutting off an 


upper corner on the diagonal, pro 
vidin At the 


same time, a side ed (usually 


an additional margin 


ue 
right hand edge) is visible, perhaps 
for as much as the width of a 
column, A portion of the top margin 
1 

may also be read 

Card systems of this type generally 
consist of files of the tub ty yx The 
cards rest loosely in banks ipainst 
large dividers, with each card offset 
! 


} 


iterally trom the one below The 


Mobile storage permits more records 
to be kept in a given space than do 
other methods. Transfer cases, shell- 
filing units, and similar equipment 
ted to roll to either « 
* to rear rows. The 


many be me 
lo permit ac 
units at the top are suspended from 
above; those below ride on tracks in 
the floor. (Pictures by courtesy of 
Ramsey and Dolin, respectively.) 
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Shelf-type filing has been receiving 
new emphasis bee 


use it is compact. 
At the top is a system for active ree- 
ords; the clerk rides in a desk-chair 
unit guided by a track, and has access 
to a great many records from a seated 
position. Next below is a detail from 
a shelf-type unit which features re- 
tractable doors that can also be used 
as a work area, A complete cabinet 
of similar design is shown at bottom. 
(Pictures by courtesy of Watson, Tab 
Products, and Visi-Shelf, respectively.) 


top card is usually the one on the 
left, so that the right-hand margins 
of all cards in the bank may be seen 
simultaneously, once the previous bank 
of cards is moved out of the way. 

While this method may be described 
as a visible system, the term vertical 
visible is a convenient way to dis 
tinguish it from older types of visible 
files in which only one edge of a card 
is visible. Typical of the latter are 
systems in which cards are held in 
flat trays or slides, each card resting 
In a po ket which permits its bottom 
edge to be seen below the card above 
it. Such trays are generally housed 
in small filing cabinets. However, this 
method may be used with books and 
display equipment as well. In some 
types of equipment, cards are held 
in place by a system oj hangers and 
hinges. 

Related to this type of arrange 
ment is the visible record binder. 


Usually this is a fairly elaborate form 


of loose leaf binder of the ring or 
prong type, and the forms used in it 
are punched at very brief intervals 
with holes, so that they may be placed 
at any depth permitted by the binder. 
Cards are placed in banks with bot 
tom edges exposed for visibility. 

The ads intages and disadvantages 
of the various types of filing differ not 
only with the principle used but with 
the particular design. For example, 
cards kept in pockets may be easy 
to locate, but are not easy to remove 


for machine postings. Vertical-visible 


_ Systems are far taster tor such pur 


poses. Visible record cards in trays, 
however, may be very efficient where 


hand postings are made, or where 


they are used for reference more fre 
quently than for postings. 

Vertical systems are much more 
compact than visible or vertical-vis 
ible methods and_ the equipment is 
considerably less expensive except 
where elaborate mechanized systems 
are used for vertical filing. 

In other words, each system has its 
uses, and an office must select on the 
basis of such factors as initial expense, 
compactness, ease of access and re 
moval of records, operating and main 
tenance costs, and so on. according to 
its needs. 

One aspect not mentioned here is 
the question of fire protection. Since 
this is in itself a fairly involved mat 
ter, the reader is referred to a dis 


cussion of that subject in the May, 


1956, issue of this magazine. 


be said, however, that there 


It may 
is a growing tendency to protect val- 
uable records at the point where they 
are used, on the theory that most of- 
fice fires occur in daytime when there 
would be little opportunity to return 
the records to the safes. 

There is also a tendency to con- 
solidate records storage facilities with 
the machines and working areas in 
which they are to be used. The com- 
plete individual work station is grow- 
ing increasingly popular, and new 
equipment is constantly being designed 
to suit its needs. This includes stor- 
age equipment for sizes and shapes 
of machine accounting cards not pre- 
viously needed. Much of this new 
equipment is insulated. 

The following list is believed to 
cover the principal manufacturers of 
filing equipment of various types, to- 
gether with a brief description of the 
types of products they offer. 


Filing Cabinets and 
Transfer Cases 

Acorn Products Co., 4605 W. 21 
St., Chicago 50. Line includes a two- 
drawer steel file, 18 in. deep, of non- 
suspension type, available in grey or 
brown baked enamel finish, priced at 
$25. Also fiber board transfer cases 
in letter, legal, invoice, and check 
sizes, at prices from $1.17 to $1.65. 

R. C. Allen Business Machines, Inc., 
678 Front Ave., N. W., Grand Rapids 
4, Mich. Line of Military and Guards- 
man insulated filing cabinets and 
safes, in varying capacities and sizes. 

{ll-Steel Equipment Inc., 100 Grif- 
fith Ave., Aurora, Ill. Three lines of 
filing cabinets: The 5000 line of letter- 
and legal-size cabinets with from 2 to 
5 drawers, together with invoice, check, 
ledger, tariff, and card files, have ball 
bearing, floating roller cradle suspen- 
sion, finishes in variety of colors. The 
7000 line includes letter- and legal- 
size cabinets with from 2 to 5 drawers: 
these have cradle suspension with zinc 
plated roller bearings, variety of fin- 
ishes. The 1400 line includes 2-, 3-, and 
4-drawer letter- and legal-size and 
combination letter and card cabinets 
of the non-suspension types; finished 
in dawn grey. 

{merican Box & File Co., 18 Man- 
gum St., Atlanta, Ga. Current informa- 


tion not available at press time. 
American Metal Products Corp., 
3864 Laclede Ave., St. Louis 8. While 
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current information was not available 
at press time, this company has made 
both suspension and non-suspension 
cabinets with from 2 to 5 drawers, in 
letter, legal, and combination sizes. 

Art Metal Construction Co., Jones 
& Gifford Aves., Jamestown, N.Y. Fil 
ing cabinets: Speed-File line contains 
letter- and cap-size cabinets with from 
2 to 5 drawers, with side-arm ball 
bearing suspension and expansion 
backs to increase filing capacity and 
speed. Director line has letter- and 
cap-size files with from 2 to 5 drawers, 
bill, card, check, ounter height, desk 
height, jumbo, ledger, and tabulating 
card files and roller shelf units: ball 
bearing roller cradle suspension or 
side arm ball bearing roller suspen 
sion ts used. Planfiles, with spring 
compressors to hold drawings verti 
cally, have capacities from 3.000 to 
5,000 separate sheets. 

{rt Steel Co., Inc., 170 W. 233 St., 
New York 63. Filing cabinets in three 
lines: The 2900 series includes letter 
|-size cabinets with from 2 to 


and lega 


= 
t=] 
5 drawers, using cradle suspension; 


baked enamel! finishes offered in four 


colors: prices trom $58.25 to $162. 


Five’r-Filer series has letter- and legal- 


size cabinets with from 3 to 6 drawers: 
progressive suspension; baked enamel 
f) sche< fon | * nrice ' 

inisnes if tour colors, prices trom 
$55.75 to $115.50. The 2700 series 
consists of non suspension letter- and 
legal-size cabinets with 2, 4, and 5 
drawers; baked enamel finishes in four 


colors: prices from $31.75 to $49, 


{tlantic Microfilm Corp., 41 Union 
Square West, New York 3. Line of 


cabinets for the stor ave of microfilm, 
: 1 1 1 ~ 
including models with 5 and 7 drawers 


and progressive ball bearing suspen 
$1on. 

futomatic File & Index Co., 549 
W. Washington Blvd., Chicago 6. 
While current information was not 


11 


avallabie at press time, this company 


has offered a line of files in a variety 
of sizes and ipacities, a feature of 
which was an “automatic” « <pansion 
and compression arrangement whereby 
both front ind follower in each draw 
er opened easily nto a “V” when 


drawer was opened and closed when 


the drawe r was <« losed. 

Bankers Rox Co rp. Dearborn 
St., Chicago 5. Two lines of transfer 
cast Staxonstee] cases, in 5 stock 


: ; 
sizes, including letter, legal, check, tab 


, 
card, and freight bill: these are of 


fiber board with con piete metal trame 


DECEMBER 1956 


Tools of the Office 


work to permit stacking to consider 
able heights, with front and back 
} 


hol slot: 


interlocking by means of key 
prices trom $4.75 to $5.10. Liberty 
Record Storage Boxes, in 25. stock 
sizes and custom sizes, are of fiber 
primarily for use on 
shely ng; prices, $1 to $2.25. 

The Bentson Mfg. Co. 652 N. High 
land Ave., 


hling cabinets: The 3200 series, in let 


board, designed 


furora, Ill. Two lines of 


ter and ke gal $17¢S, also with card 
drawer combinations; with cradle 
type progressive ball be irinyg and rol 
ler suspen lon: baked enamel finishes 
in seven colors; thumb latches The 


2300 series is similar but does not have 
thumb latches. Typical prices: $99.30 
and $89.25 respectively for 4-drawer 
letter-size models of each line. 

Berger Div.., Republic Steel Corp., 
1038 Belden Iuwe., N / 


Ohio. Several lines of filing cabinets 


Canton 95 


in letter and sizes, with from 2 
to 5 drawers, some with progressive 
ball bearing roller suspension, some 
with progre ve solid roller su pension, 
finished in baked enamel in a variety 


' 
of colors. Hanging file frames avail 


1] ! 

able in lieu of compressors. Also a line 
| { 

ol teel transfer cases in letter, legal, 


ledger, check, tab card, and bill sizes. 
Browne-Morse Co., Muskegon, Mich. 


Line of Glider steel filing cabinets of 
‘8 | 
full suspension, ball bearing type. 


Drawers and inserts are inter hange 
able. Cabinets offered with from 2? to 
> drawers in various sizes. Variety of 
finishes ivailable. 

Cole Steel Equipment Co., Inc., 415 
Viadison Ave., New York 17. Two 
hling cabinet lines: Air-Flo models 


offered in letter and legal sizes, with 


? 


from to 5 drawers: these have ball] 


bearing suspension with “suspension 
cradle within a suspension cradl 

variety of baked enamel finishe: ot 
fered: prices from $54.50 to $110. Full 


1 
Suspension line offered in same size: 


1 
and with similar features prices trom 
$34.50 to $69.50 lso line of steel 


transter cases in letter, legal, and check 
sizes. 

Columbia Steel Equipment Co 
Fort Washington, Pa. Several line 


consisting of a variety of hling cab 
inets with from 1 to 5 corre spondence 
drawers: line include counter he ght 
ind desk height mode! Available are 
letter and legal ize file document 
file ind other izes including urd, in 


Details of equipment for shelf filing 


shown here indicate its variety. Top: 


Indexing of filed material may be as 
rod, using supplies de- 
er: This 
d on any 


complete as des 
signed for the purpose. Ce 
portable unit may be pla 
type of standard shelving to make it 
ible for shelf filing. Bottom: Some 


su 
types of shelving permit the use of 


erial in place. 
(Pictures by courtesy of Globe-Wer- 
nicke, Cel-U-Dex, and Estey, respect- 
ively.) 


compressors to hold mz 


voice, ledyer, jumbo check, tab card, 


and impairment. Progressive u 
sion mounting is usec 

Convoy, Ine $424 Navarre Rd 
S. W., Canton 6, Ohio. Line of tran 


fer cases in a variety of size ranging 
from tab card to ledger. Case ire of 
Chemboard, a chemically hardened 


corrug ited fiber board 


Corry-Jamestown Mie. Corp., Corry 


», Pa Three lines of Steel Ave fi 


cabinets: The “A” grade include et 
ter and legal sizes with from 
drawers, card index, check, do ( 
bill combination, ledye 

and hingerprint; progre ‘ 

ing cradle sUSpPEeNsion ! 
enamel finishe ire ava ‘ iriet 
of color price f Le o $39 


grade 


ie 
; t yay 
PAR. 
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heck, and document models; progres 
ive ball bearing cradle suspension is 
used; variety of baked enamel finishes; 
prices from $51.25 to $221. The 100 
| files, with ball bearing suspension, 
are of the portable tray card type with 
from 10 to 20 drawers, designed for 
cards and checks; prices from $119.25 
to $254.25. Also Steel Age line of steel 
transter files, including some with two 
drawers; sizes include legal, letter, and 
tab card; files have interlocking ar 
ranypements tor stacking; prices Irom 
$11.75 to $21.75. Also a line of plan 


I 
and map files at prices from $65 to 


$271.50, 

Diehold, Inc., 2011 Mulberry Rd., 
Canton 2, Ohio, Line of insulated 
filing equipment, including cabinets 
with cradletype roller-bearing suspen 
sion, carrying Class C labels, Line of 
Sate-T-Stak steel storage files includes 
various card sizes, tab card, check, 
freight bill, invoice, microfilm, letter, 
and legal sizes; construction is of steel 
with nylon rollers and glides; side-to 
side, back-to-back, and top-to-bottom 
interlocking arrangement use tie links 
and slip-keys. New models include 
files for active tab cards. 

Dolin Metal Products, Inc., 315 Lex 
ington Ave., Brooklyn 16, N.Y. Sev 
eral lines of steel transfer cases. The 
R400 series, in 17 stock sizes, has ball 
bearing rollers, interlocks for top-to 
bottom and side-to-side locking. The 
WO0 series, in 19 stock sizes, has shoul 
det front, roller mounted drawer, sim 
ilar interlocking provisions. The G-300 
series, in 7 stock SIZES, has drawers 
mounted on nylon glides, other fea 
tures similar to other lines. 

Durable Metal Products Co., 1709 
St. Marks Ave., Brooklyn 33, N. Y. 


Line of filing cabinets of the non 


frame and folders for checks. Right: 
An insulated lift-top file. (Pictures by 
courtesy of McBee, Oxford Filing and 
Schwab, respectively.) 


suspension ball bearing type, in a num 


ber of sizes and capacities. Cabinets 
are of steel, with baked enamel fin 
ishes, 

Futuramic Steel Products Corp., 
1400 Atlantic Ave., Brooklyn, N. Y. 
While current information was not 
available at press time, this company 
has made non-suspension correspond 
ence files and steel transfer cases. 

The General Fireproofing Co., 413 
Dennick Ave., Youngtown 1, Ohio 
Line of Super-Filer filing cabinets in 
cludes letter- and legal-size models 
with from 2 to 5 drawers, ledger and 
tarifl sizes with 4 drawers, and _ bill 
and 5 by 8-in. card sizes with 5 draw 
ers. Full progressive ball suspension is 
used, Cabinets are of steel with baked 
enamel finishes in choice of six colors. 
Features include swing front with sel! 
adjusting dividers. Prices: $78.75 to 
$186.25, in Zone I. Also the GF line 
of steel transfer cases, in letter and 
legal sizes. Super-Carder line includes 
card record cabinets, desks, and post 
ng tables 

The Globe-Wernicke Co., 3025 Car 
thage Ave., Norwood, Cincinnati 12. 
Three lines of filing cabinets with 
progressive ball bearing suspension. 
Globe-Guard cabinets, with from 
to 5 drawers, are offered in letter and 
legal sizes; these are offered with 
baked enamel finishes in a variety of 
color choices. Duro-Guard cabinets, of 
letter and legal sizes, are offered in 
2-., 3-, and 4-drawer versions. The 
Let-R-Guard line contains 2- and 4 
drawer letter- and legal-size cabinets. 
Also a line of drawer style folding 


storage cases, of corrugated board with 


a concealed metal frame at the front, 


in letter and legal sizes. 


Guide System & Supply Co., Inc., 


Left: A binder for marginally punched 
forms. Center: A hanging folder 


335 Canal St., New York 13. Three 
lines of Transfile transfer cases: De 
Luxe models, of corrugated board with 
stee] roller bearing drawer suspension, 
steel drawer front, and steel-reinforced 
fronts and backs, are designed for ac- 
tive files. These are offered in letter, 
legal, and invoice sizes. Two-way in 
terlocks may be used, Leader models, 
ol corrugated board with steel fronts, 
are primarily for semi-active records. 
Two-way interlocks may be used. The 
Regular line, of steel-reinforced cor 
rugated board, is for less active rec 
ords. Leader and Regular models are 
available in letter, legal, invoice, check 
voucher, deposit slip, tab card, ledger 
sheet, and several card sizes. 

The H-O-N Co., Third & Oak Sts., 
Muscatine, lowa. Two lines of filing 
cabinets: The 200 line models are of 
fered in letter and legal sizes, with 
from 2 to 5 drawers; these have pro 
gressive full cradle roller bearmyg sus 
pension; finishes in baked enamel in 
choice of four colors; price of 4-drawer 
model, $67.45, Zone I. The 100 series 
are similar in size and numbers of 
drawers; drawers are mounted on four 
nylon rollers each; price of the 4 
drawer model, $47.95, Zone I. 

Harrison Steel Cabinet Co., 4718 
W. Fifth Ave., Chicago 44. Three 
lines of filing cabinets: The “A” line, 
in letter and legal sizes with from 
to 5 drawe rs, has progressive ball bear 


ing suspension, baked enamel finish in 
four colors; price of four-drawer letter 
model, $75. The “B” line, in letter 
and legal sizes with 2 or 4 drawers, 
has progressive nylon bearing suspen 
sion, baked enamel finish in two col 
ors; price of four-drawer letter model, 
$60. A line of non-suspension cabinets, 


with nylon bearings, contains four 
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drawer models in letter and legal sizes, 


with the four-drawer letter model 


priced at $45. Also a line of steel trans- 

fer cases, in letter and legal sizes, with 

ball bearing rollers 
Haskell, Inc., 303 E. 


Pittsburgh 19. Line of 


Carson St., 
small (one 
drawer) card cabinets of steel with 
baked enamel finish in a number of 
colors, with removable and inter 
changeable styrene headers in color, 


to permit changing to suit ofhice decor. 


Price, about $5.45. 
Hedge Mig. Co., 2931 Wentworth 
fve., Chicago 16. Three lines of trans 
Pop'lar line, in letter and 
sizes, is of wooden case type with 
{t-off cover, at prices trom $4.50 
Hedge s Transfer Files, in check, 
letter and legal sizes, are Of corru 


truction, drawer Styic; prices 


from $2.80 to $3.80. Green Edge Stor 


Cases, in check, letter, and legal 


ape 
sizes, are ol orr ivated construction 
with lift-off covers; 


$).80. 


Herring-Hall-Marvin Safe Co., 1550 


Hamilton, Ohto 


Two lines of insulated filing cabinets 


The Herring-Hall-Marvin line is of 


, , ‘ 
fered in letter and legal sizes with 


prices from $? to 


Grand Boulevard 


from 2 t + drawers, and in ledger 


size with 2 drawers: construction ts 
lacquer finish in. three 


colors: mounting of drawers is “50, 


OOO cvcle progressive suspension”; cab 
inets have SMNA and Underwriters 


Laboratori hire lal choice of key 


or combination ks is offered: prices 
from $189.5 0. The Hall's 


Safe Co. letter and legal 


Typical of the development of new accounting methods has 
been the development of records of new sizes used for new 
purposes. To house these materials, new types of equipment 
have been developed to serve not only the storage function, 
but, in many cases, the working function as well. Left: 
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size cabinets with trom 2 to 4 drawers; 
features and prices are similar to the 
other line. Rigid-Stak transfer cases 
are offered in legal, letter, check, tab 
card, and microfilm 


ulating 


Zz SIZCS; 


these aré of welded steel construction; 
stacking features are built in, inter 
locking devices optional ; drawers are 
of non-suspension slkle type; 
from $6.60 to $8.75 

Hillside Metal Products, Inc., 262 
Passaic St., Newark 4, N. ]. Five lines 


1 
of filing cabinets: 


prices 


Super /09 cabinets, 


with full progressive ball bearing and 
roller cradle suspension, are offered in 
a variety of sizes with from 2 to 8 
offered. 


Premium 600 and Champion 500 cabi 


drawers: variety ol finishe 


nets have progressive side arm 


-™ San | 1} mS 
pearing: and rouer SUSPENSION, aAvallandic 


n variety of sizes with from 2 to & 
drawers. Two lines, the 1100 Standout 
and the 2400 Economy series. 


the non-suspension typx 


The Interior Steel Equipment Co., 


kK. 69 St., Cleveland 4. Laine of 


hling cabinets and steel transfer cases. 


Information on current products not 
ivailable at press time 
Invincible Metal Furniture Co., 842 


6 St., Manitowoc, Wis. Two lines 


, 
filing cabinets: First, using progre: 
: 


} | ! 
bearing roller cradle suspen 


. ; 
s10n, as letter and legal sizes with 


from 2 to 5 drawers, other models for 
checks, documents, and various size 
cards, and includes counter-high units 
enamel hinishnes in a variety ol colors: 


some correspondence files feature con 


; -. 
cealed safe units: prices from $68.25 


I 
to $119. Second line, with from 2? to 


which indexing 


Tools of the Office 


+ drawers in letter and legal sizes, 
features progressive roller cradle sus 
pension; available with inserts tor card, 
check, and box drawers; baked enamel 
finishes in variety of colors; 
from $51.25 to $71. 

Kay-Wood Products, In 
361, Bedford, Pa Line of 


Cases with hardwood lrames and hber 


prices 


Drawer 


transter 


board panels, offered in letter and legal 


sizes, with bolts for stacking 


Le Febure Corp., 7\76 Oakland Rd., 
V.E., Cedar Rapids, lowa. Line of fil 


ing equipment tor checks, notes, tax 
| 


bills, and similar business records: full 


Proyvressive I il] hve ing suspension 18 


used mn sore drawers ride in 
pairs on tray supports and can be 
removed or d . isily Sore mod 
els designed for microfilm Also line 


ol custom-built equip nt 


Lion Steel lL quipment Corp., 690 
Third Ive Veu York 


abinets (current 


Line of filing 
inlormation not 
il press time, 

Vetal 
Viontgomery St., 


Products In 7933 
lurora, Ill. Line of 


ibinets in letter size 


Lyon 


filing with from 


> to 4 drawers, le; sizes with three 


ind four «drawer and models for 


cards lI! bearing 


Prices: $48.7 


The Mayfair Co., 315 N 


Chicago 6. Laine of steel transfer 


LIS} nsion is used. 


> oO $09 ») 


De splaine 5 


stock sizes trom 3 by 5-in 
by IS-in, X-ray 


to order Cases 


with Spree ial 
cle signed 


tacking with horizontal 


A cycle billing desk. Center: an “indexless” tub file in 
obtained by tilting cards toward one 
side or the other. Right: A unit in which plans and draw- 
ings are filed vertically. 
Ferris, and Art Metal, respectively.) 


(Pictures by courtesy of Diebold, 
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Rotary and mechanized files give quick 
access to a large number of records. 
The unit at the top carries cards 
loosely in trays which remain hori- 
zontal at all times; desired trays are 
brought to working level at the touch 
of a bution. Center: A wheel-type file, 
in which cards at the bottom are held 
in place by endless belts; they are 
unattached and may be removed 
easily. Bottom: A unit in which cards 
are carried in trays with bottom edges 
visible; the trays are in balanced banks 
and any tray may be brought to the 
operator by pressing a button. (Pic- 
tures by courtesy of Wheeldex, Mosler. 
and Remington Rand, respectively.) 


and vertical interlocking not requir- 
ing the use of tools. Prices, $4 to $10. 

Meilink Steel Safe Co., 1672 Oak 
wood Ave., Toledo 6, Ohio. Line of 
insulated filing cabinets (in addition 
to line of safes) in letter and legal 
sizes with from | to 4 drawers. Full 
roller bearing suspension is used. Cab 
inets available with Underwriters’ Lab 
oratories Class C and D Labels. Prices 
from $146.50 to $346.50. Also a line 
of insulated ledger files. (See listing 
under Visible Record Equipment.) 

Monarch Metal Products, Inc., 724 
S. Columbus Ave., Mt. Vernon, N. Y. 
Filing cabinets and accessories for 
use with IBM and Remington Rand 
tabulating cards. Cabinets have 10 or 
20 drawers, with pairs riding in cra 
dles which are mounted with progres 
sive ball bearing suspension and _ ball 
bearing roller suspension of the cradle 
type. Drawers can be removed and 
replaced easily. Finishes: grey wrinkle 
and grey. 

Northwest Metal Products Co., 1337 
I. Mason St., Green Bay, Wis. Several 
lines of filing cabinets: One of the two 
top grade lines features expanding 
drawer fronts, the other has rigid 
drawer fronts. These are offered in 
letter, legal, tariff, invoice, ledger, and 
jumbo sizes with from 2 to 5 drawers. 
Drawer suspension is of ball bearing 
type with 10-roller cradles: finishes in 
clude seven colors. Prices from $68 to 
$260. A third line has rigid front 
drawers, roller cradle suspension in 
cluding ball bearings; letter, legal, tar 
iff, invoice, and check sizes, with from 
? to 5 drawers, are offered: card draw 
er arrangements can be obtained. 
Prices from $54 to $215. Also a line 
of 2- to 4-drawer non-suspension cabi 
nets in letter, legal, and tariff sizes, 
with card drawer fittings available: 
ball bearing rollers are used; standard 
finishes are green and grey; prices 
from $37 to $88. 

Office Equipment Mfg. Co., Ince., 
208 Summer St., Dallas. Line of 
Permafile storage boxes for inactive 
records. Boxes are of corrugated con 
struction with a metal closure strip (of 
either steel or aluminum, depending 
on the line), to add strength and to 
provide fast and convenient methods 
of closure. Sizes available include let 
ter, legal, various card sizes, tab card, 


deposit slip, ledger 


invoice, check, 
sheet, X-ray, microfilm, and others. 
Oxford Filing Supply Co., Inc., Clin 


ton Rd., Garden City, N. Y. Three 


lines of transfer cases: Steel Front cases 
have steel fronts on drawers and steel 
collars in fiber board shells. Steel Clad 
cases, of fiber board, have fiber board 
drawer fronts and steel collars. Stand- 
ard models are entirely of fiber board. 
All but Standard models have provi 
sions for stacking and isterlocking. 
Sizes include fetter, legal, invoice, 
check, tab card, various card sizes, 
and deposit slip. 

Parker Steel Products, Inc., 54 N. 
Eleventh St., Brooklyn 11, N. Y. Line 
of steel] transfer cases in letter and 
legal sizes. Roller bearing drawer 
mounting is used. Cases can be stacked 
and interlocked. 

Peerless Steel Equipment Co., 6600 
Hasbrook Ave., Philadelphia \\. Line 
of filing cabinets includes models in 
letter, legal, combination (with cards), 
bill, check, document, ledger, jumbo, 
and other sizes. Correspondence files 
are offered with as many as 6 drawers. 
Certain 5-drawer models are the same 
height as other 4-drawer cabinets. Side 
arm progressive suspension extension 
slides with ball bearing rollers are 
used. Variety of finishes offered. Also 
a line of wide and half sections, in 
cluding card, check, blueprint, docu 
ment, letter, legal, and other sizes; 
and a line of counter-height equipment 
in various sizes. 

Penn Metal Corp. of Pa., 50 Oregon 
tve., Philadelphia 48. Line of filing 
cabinets. Current information not 
available at press time. 

Pronto File Corp., 4\5 
Ave., New York 17. 
cases of fiber board, reinforced with 
steel. Sizes available include check, 
letter, and legal. Units can be inter 
locked and stacked. 
available. 

Record Files, Inc., P. O. Box 581, 
Wooster, Ohio. Line of steel transfer 


Viadison 
Line of transfer 


Sanitary bases 


cases, in a wide variety of sizes, fin 
ished in grey or green baked enamel, 
at prices from $4 up. New is the De- 
luxe Tab Card Mobile Unit, which 
has 18 two-drawer tab card files, on a 
base mounted on swivel casters. Draw 
ers are mounted on nylon bearings. 

Recordak Corp., 415 Madison Ave., 
Vew York 17. 


roll microfilm. Unit has 6 drawers 


One cabinet for filing 


with progressive ball bearing suspen 


sion. Cabinet is of steel with grey 


baked enamel finish. Features include 


sliding top and sliding shelves. Ca 
pacity: 600 rolls of 16mm or 385 rolls 
t 


of 345mm film. Price, $169.50. 
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SMEAD’S BINDER 


use for sales presentation 
or as a personal file 


A place for clippings, photos, pedigree 
papers, testimonial letters... a file every 
businessman can use. No metal rings or 
fasteners to punch through cover 
Something new—a flexible plastic ring 
that holds plastic leaves in perfect align- 
ment. Cover is hand rubbed, pure vinyl 
in brown pigskin or tan rodeo grains. 


Ready for personalisation 


AE nist tien vend siaitinaig 


SMEAD MANUFACTURING CO., INC., HASTINGS, MINN. - LOGAN, OHIO 
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Hardy as the trees they come from Smead File Folders are built to 
withstand the wear that daily use requires of them. The Smead Two- 
Phi ‘Top File Folder is doubly thick at points of greatest wear (above 
the correspondence line in your file) and single weight (thin) where 
bulk is objectionable. 


Ask your stationer to show you a sample. 
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HASTINGS, MINN. « « LOGAN, OHIO 
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Remington Rand, Div. of Sperry 
Rand Corp., 315 Fourth Ave., New 
York 10. Three lines of filing cabinets: 
Kompakt models are offered in letter 
and legal sizes with from 3 to 6 draw- 
ers; progressive side arm suspension 
with rollers and ball bearing rollers is 
used; cabinets are compact, allowing 
extra drawer in space usually given 
to 4- or 5-drawer models; baked enam 
el finishes are offered in six colors. 
The Aristocrat line contains letter- and 
legal-size cabinets with from 2 to 5 
drawers; features are similar to those 
of Kompakt line. Revere line uses 
cradle-type suspension with roller bear- 
ings; 4- and 5-drawer models are of 
fered in letter and legal sizes. Also a 
line of transfer cases in tab cards, bill, 
letter, legal, ledger, check, and card 
sizes; cases are of steel with roller 
bearing mounting for drawers; can 
be interlocked vertically and horizon 
tally. 

The Schwab Safe Co., Lafayette, Ind. 
Line of insulated filing safes, in letter 
and legal sizes, with from 2 to 4 
drawers; available fire labels include 
Class C and D 

Security Steel Equipment Corp., 50 
Manhattan Ave., Avenel, N. ]. Three 
lines of filing cabinets: The Crestline 
series features progressive extension 
cradles for larger drawer sizes, ball 
side arm Suspension on smaller sizes: 
cabinets are offered in 4- and 5-drawer 
heights, desk and counter heights, in 
sizes including letter, legal, bill, check, 
ledger, X-ray, document, and combina- 
tions; variety of finishes offered. The 
7700 and 8700 lines use cradle-type 
progressive suspension; letter, legal, 
card, bill, document, jumbo, check, 
and combination sizes are obtainable 
in 4- and 5-drawer heights as well as 
desk height. The line also includes 
tab card files and microfilm cases. 

The Shaw-Walker Co., Muskegon, 
Mich. Shaw-Walker makes 347 dif 


ferent model Among these are File- 


Masters with drawers that open auto 


matically when the itch 1s released: 


drawers ar suspended on Free-Coast 


ing Slides: legal and letter sizes are 
made in 4- and 5-drawer heights; vari 
ety of finishes offered. Other standard 
ind sectional files are made in letter, 
legal, tab card, check, invoice, docu 
ment, fingerprint, X-ray, and other 
sizes. Fire-Files are insulated cabinets 
in 2-, 3-, and 4-drawer models, in a 
variety of sizes, including desks and 


posting trays. Also a line of letter- 
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and legal-size steel transfer cases, re 
inforced at front and rear for stacking. 

Stacor Equipment Co., 465 Troy 
Ave., Brooklyn 3, N. Y. Line of draft 
ing room furniture includes Stakmas 
ter and Planmaster flat drawer filing 
cabinets for drawings, blueprints, etc.; 
3-, 4- and 5-drawer sections are offered 
with ball bearing rollers. Tops and 
bases are available. 

Steel Furniture Mfg. Co., 15531 
Arrow Highway, Baldwin Park Calif. 
Current information not available at 
press time, 

Steelcase, Inc., 1491 Division Ave., 
S., Grand Rapids 2, Mich. Several lines 
of filing cabinets, including models 
in letter, legal, card, ledger, and other 
sizes, in various drawer heights. Sus 
pension mounting is used. Current de 
tails not available at press time 

System Sales Co., 11 Broadway, 
New York. Line of tabulating card 
files and accessories. Card trays are 
mounted in pairs, two to a drawer. 
Trays are removable. One model has 
10 trays, another has 20. Cabinets are 
available with and without locks. Ball 
bearing cradle suspension used. Also 
a line of card stor ige cartons with 
capacities for 2,000 and 3,000 cards. 

Top Flight Products Co., Inc., 6224 
S. Oakley Ave., Chicago 36. Three 
lines of transfer cases: No. 25R is of 
steel, in letter and legal sizes, with 
roller-mounted drawers No. 1400, 
of steel, in letter, legal, and check 
sizes, has roller mounting; drop type 
handles are used. No. 22, in letter size 
only, is also of steel. 

The Victor Safe & Equipment Co., 
315 Fourth Ave., New York 10. Two 


vais ; 
lines of filing cabinets: The Bestline 
group includes cabinets of letters and 
legal sizes with from 2 to 5 drawers; 


also card, tabulating, and ledger sizes; 


progressive roller bearing suspension 


is used: baked enamel finishes in a 
number o! colors are obtainable. Mid 
line series consist of 4- and 5-drawer 
letter and legal $1Z¢C5 with rover bear 
ing progressive suspension, AKC 
enamel finishe Also a line of in 
sulated files in letter and legal sizes, 
Page 

together wit) filing sates, 

Watson Mie. Co., Inc., 63 Taylor 
St., lamestown, N. Y. Two lines of 
filing cabinets: The “A” line consists 
, 

} 


, , ' 
ot letter- and icgal-size models with 


from 2 to 5 drawers, full ball bearing 


progressive suspension, finishes in a 


= —_ 


a 


Three additional types of rotary or 
mechanized units are pictured here. 
Top: A work desk with a rotating see- 
tion equipped to carry cards, Center: 
An arrange 
ttral rotating unit which houses vie- 
ible record books. Bottom: a card file 


in which the cards move laterally in 
front of the operator. (Pictures by 
courtesy of Wassell, Acme Visible, and 
Remington Rand, respectively.) 
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The so-called “vertical-visible” type of 
filing employs cards resting in banks 
large dividers. They are so 
placed that a side margin is readily 
visible, as well (usually) as a top and 
diagonal margin. Cards are easily lo- 
eated and removed. Units to house 
them are often of a tub type, fre- 
quently equipped with a working area. 
(Pictures by courtesy of Vue-Fax and 
Visirecord,) 


variety of colors, The General line 
contains t-drawer cabinets in letter 
and legal sizes, with full ball bearing 
proypressive Suspension, finishes in a 
variety of colors, 

The Weis Vig. Co., Box 600, Mon 
roe, Mich. Line of transfer cases of 
fiber board with optional steel stack 
ing frames. Available sizes include 
letter, legal, invoice, and check. Cur 
rent details not available at press time. 

Western Mfe. Co., 532-544. N High 
land Ave., Aurora, Ill. Three lines of 


hiling cabinets: The 2900 line consists 
2 | 


ol 


3., and 4-drawer models in legal 


and letter sizes, with a variety of 
drawer inserts available: full suspen 
sion progressive cradle mounting is 
used; variety of colors available; thumb 
re featured prices of +-drawer 
models, $71 and $83.50. The 2800 line 
is similar in most details, but does 
not have thumb latches. Prices of 4 
drawer models, $65.75 and $78.50. The 
1500 line 1s of the non pension type, 
the drawers being mounted on nylon 
rollers. Prices, $44 and $56. Also of 
fered are single drawer letter and le 
th 20 in, depth 


ptt 
Wilson Jones Co., 209 S. Jefferson 
St., Chicago 6. Line of sheet steel 


size cabinets wt 


; 


transier cases tor 12 by 12 in. machine 
posting forms, ! by 11 in. machine 
bookke« ping torms, etc. Drawers have 
roller br irings. Other types are also 
offered, and four-wheel stands are 
available. Price of 12 by 12 in. model, 
$54.80, without stand. 

Yawman & KErbe Mfg. Co., Inc., 
1099 Jay St., Rochester 3, N. Y. Four 
lines of filing cabinets: Executive 
(4000) line contains 2-<drawer letter 
and legal-size models, and double 2 
and 3-drawer model: progressive, 


cradle type, ball be arings suspension 1S 
used; lacquer over baked enamel fin 
ish is available in seven colors; tops 
are of molded linoleum; features in 
clude safety latch, interchangeable in 
sert drawers. Empire (2000) line, in 
letter and legal sizes with from 2 to 
5 drawe rs, has progre e, cradle Type, 
ball bearing suspension, lacquer finish 
over baked enamel: satety latch, inter 
changeable insert drawers, etc. Com 
mercial (8000) and Utility (3400) 
lines consist of 2- and 4-drawer letter 
and legal sizes with progressive, cradle 
type, pin bearing suspension, finishes 
and other features much like those of 
first two lines, but without drawer 
latches. Also two lines of transfer 


cases: One line, of steel, is offered in 
letter, legal, and tab card sizes with 
interlocking features. The Shannon 
line, available in letter, legal, card, 
check, document, and prescription 
SIZeS, 1S made of heavy juteboard, re 


inforced and covered. 


Shelf Filing Equipment 
Irt Metal Construction Co., Jones 
& Gifford Aves., Jamestown, N. Y. 
Line of open-shelf equipment, both 
single and double-faced, including 


shelf partitions, adjustable shelves, end 


panels, and indexing facilities. 


Cel-U -Dex Corp., | Main St., Brook 


lyn 1, N. Y. Shel-File equipment con 
sists of units which can be installed 
on standard shelving. Units are self 
contained, and are made of a solid 


steel base plate with wire uprights to 


} 
support file folders. Indexing facilities 
are provided on the base, Units are 
offered in 18, 24, 30, and 436-1n. 
ths. Letter and legal sizes are 
available. Prices from $8 to $14. 

Cole Steel quipme nt Co., Inc., 415 
Vadison Ave., New York 17. Line ot 
shelving units which can be adapted 
for open-shelf filing. 

Corry-Jamestown Mfg. Corp., Corry 
5, Pa. Line of shelving units which can 
be adapted for open-shelf filing. 

De Luxe Metal Furniture Co., Div. 
of Royal Metal Mfg. Co., 243 Struthers 
fve., Warren,. Pa. Line of shelving 
units usable for open-shelf filing. 

Estey Corp., 350 Broadway, Neu 
York 13. Line of open-shelf filing 
equipment includes units with 7, 8, 


igle 
] 


Letter- and legal-size units are offered. 


or 9 tiers, sil or double-faced. 
Shelves are slotted every 3 in. to a 
cept plate-type dividers. Shelves de 
signed so that folders overhang the 
edge 3 in. for easy handling. Pull-out 
reference shelf can be attached. Other 
shelving units use follower blocks in 
stead of dividers. 

The Globe-Wernt ke Co., 3025 Car 
thage Ave., Norwood, Cincinnati 12. 
Open-shelf filing equipment is offered 
in single- and double-face versions, 
both letter and legal size. Variety ac 
cessories are available, including ref 
erence shelves, indexing facilities, and 
supplies. Guides have metal tab. 

Lit-Ning Products Co., 3907 Du 
quesne Ave., Culver City, Calif. Line 
of shelving units with adjustable 
shelves which can be used for open 


shelf filing. Accessories available in 


clude vertical shelf dividers, shelf fi 


in guides, ete. 

Ramsey Co., \06 §. Seventh St., 
Philadelphia 6. Tract-A-File line in 
cludes both open- and closed-shelf fil 
ing units, which may be mounted in a 
mobile storage arrangement as a space 
saving measure. Filing units are de 
signed with short-depth shelves to im 
prove access to material, espec ially on 
top and bottom shelves. Shelves can 
bye equipped with dividers to hold 
standard tile holders, or shelves can 
be replaced by two horizontal rails to 
hold hanging folders. Hanging folders, 
in turn, are designed so they may hold 


conventional folders of any type; a 
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cut-out section ol the hanging folder 
| | 1 | 

reveals whether material 1s filed in it. 

Doors with locks may be installed in 


the field if desired. Tract-A-Files are 


designed to be either free standing, 
or to be ispended from overhead 
rails o that they may be moved trom 
side to side. This permits cabinets to 


‘ \ 
be pla ed close to each other, omitting 


the usual aisle Space, since access to 
\ , 1} 

a rear ¢a it may be optainec DY 

sliding a tront unit to the side. 


Remington Rand, Div. of Sperry 
Rand Corp., 3\5 Fourth Ave., New 
York 10. Line of steel shelving which 
can ix used for hing purposes. 

Royal Metal Mfg. Co., 175 N. Mich 
igan Ave., Chicago |. Line of Verti 
File equipment tor shelf filing. SEE 
ALSO: De Luxe Metal Furniture Co. 


; 


Sedgswick Equipment Corp., 80 
Eighth Ave., New York \\. Laine ot 
shel! ning equipment mounted in mo 
bile storage arrangement. Current de 
tails not available at press ume. 

Standard Pressed Steel Co., Jenkin 
town, Pa. Hallowell line of open-shelf 
filing equipment use: standard shelv 
ing components with vertical sepa 
rators as accessories. Optionally, units 
can be closed with sliding or swinging 
doors. Units are tinished in baked 


j 


' 
enamel; green is standard color, grey 


optional, 

Tab Products Co., 537 Post St., San 
Francisco 4. Line of Spacefinder units, 
which are of the shelf type, but are 
provided optionally with doors that 
are fully retractable; doors can also 
be used as work shelves. The doors 
open horizontally. 


Virginia Metal Products, Inc., Or 
ange, Va. Line of shelving that can 
be used for open-shelf filing purposes. 

Visi-Shelf File, Inc., 105 Reade St., 
New York 13.  Visi-Shelf units are 
a combination of cabinet and = shel! 


yped with doors that 


typ , veIng equip} 


drop downw ird to permit access to 
the shelving The doors retract when 
open so that there are no projections 
into the Lisle space. Various sizes 
are available in a choice of standard 


and special colors. 
I 


Watson Mfg. Co., Inc., 63 Taylor 
St., Jamestown, N. Y. The Record 
Flow line consists of shelving units 
providing four levels for filing. They 


by a seated oper 


are designed tor use 
ator, who rides in a TransDex rolling 
chair-desk assembly which is guided 
by a track next to the file The equip 
ment 1s designed, according to the 
“letter size records 


manutacturer, tor 
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Numerous combination filing 
cabinets are possible by inserting 
any of these “insert drawers” in 
place of any standard drawer. 
The answer to your filing 
requirements is a PEERLESS 
combination cabinet. 


In addition, the Peerless line 
every available drawer style 
with side-locking follower blocks 
metal sway blocks 
folders 


questions. Better still, get your 
first-hand; ask your nearby 


answers, too. 


PEERLESS 


_ STEEL EQUIPMENT CO. 


6600 Hesbrook Ave., Philadelphia 11, Po 


“aw Yorn CHIicaeo noustow Los ameties 


we —E @ motel dewk, tile oF table tor every efiee need 


ferry anni ’ — a ea en 


. rs r~ 


For More information From Advertisers Use Readers 


Inquiry Coupon on Last 


And Peerless combination cabinets can 
be secured in both letter and legal widths 


or rails for hanging 


Write today for the new Peerless Filing 
Cabinet Catalog. Ask for catalog 117 
it's the complete catalog that gives the 
complete answers to all your office filing 


Dealer to call he has the complete 
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Tools of the Office 


that are too active to be placed in 


file drawers or ordinary shelving.” 

Units are built in -in. lengths. 
Yawman & Erbe Mfg. Co., 1099 

Jay St., Rochester 3, N. Y. 


shelving equipment suitable for shelf- 
type filing. 


Line of 


Mobile Storage Equipment 

Dolin Metal Products, Inc., 315 
Lexington Ave., Brooklyn \6, N. Y. 
Dolin 


makes installations of mobile storage 


provides equipment for and 
systems. tasically, these consist of 
rows of tracks on which storaye equip 
ment may be roller mounted. Filing 
equipment, especially transfer cases, 
shelving, and other types of equip 
ment can be mounted so that it can 
be moved from side to side to permit 
access to units behind. This permits 
economical use of space by eliminat- 
ing need for aisle areas, 

Ramsey Co., 106 S. Seventh St., 
Philadelphia 6. Tract-A-File 


equipment of the open- and closed- 


Line ol 


shelf type, suspended from overhead 
rails. Units may be moved from side 
to side to allow access to units behind. 
(See description in Shelf Filing Equip 
ment category.) 

Sedgwick Equipment Corp., 80 
Fighth Ave., New York \\. Line 
of mobile storage equipment includes 
units of the shelf-fling type. Current 


details not available at press time. 


Other Vertical Filing Equipment 
Acorn Products Co., 4605 W. 21 St. 
Chu ago SO. 


Line of personal files, 
desktop files, and fire-resistant security 
files. Prices, $4.75 to $17.50. 

Imberg File Index Co., 1627 E. 
Blud., Kankakee, Ill. File 


Caddy is steel filing unit, mounted on 


Duane 


casters, for use with suspension-type 
folders. One letter. and one legal 
size model are offered, Also personal, 
box, and other files. 

irt Steel Co., Inc., 170 W. 233 St., 
New York 63. Line includes steel 
units combining filing drawers with 


facilities for mounting of telephone 


directories and similar items. 


Atlas Stencil Files Corp., 16716 
Westfield Ave., Cleveland 10. Line 
of cabinets for the filing of offset 


plates, stencils, negatives, and X-rays. 
Filed 


hangers, a complete line of which is 


material is suspended from 


Some units are mounted 
Price range, $20 to $39. 


available. 


on casters, 


Cel-U-Dex Corp., | Main St., Brook- 
lyn 1, N. Y. Div-Il-Dex units, de- 
signed to fit into standard filing draw- 
ers, are simple units which hold fold- 
ers upright without requiring use of 
Units are 


follower block. designed 


for “drop in” filing. Sizes available 
for letter-, legal-, and jumbo-size draw- 
ers. Prices, $6 to $8. 

Guide System & Supply Co., Inc., 
335 Canal St., New York 13. Guide- 
O-File units, with or without stand, 
with sliding tops, designed for hang- 
Also Guide-O-Tray desk 
drawer units for hanging folders. 

Jayem Sales Corp., 230 Fifth Ave., 
Vew York |. 
steel] book type files, etc. 

Lit-Ning Products Co., 3907 Du- 
quesne Ave., Culver City, Calif. Line 


includes 


ing folders. 


Line of personal files, 


drawer files with hanging 


folders designed to fit double desk 
drawers. 

McBee Co., Smith St., Athens, Ohio. 
Line includes Margin Master Binders 
for marginally punched forms. 

Northwest Metal Products Co., \337 
Ik. Mason St., Green Bay, Wis. The 
line includes desk-side portable files 
with lift covers, optional demountable 


tables, and other 


typewriter equip 
ment, 
Oxford Filing Supply Co., Inc., 


Clinton Rd., Garden City, N. Y. 
Pendaflex folder 
frames and equipment for use in 
New Check 
filer model is designed for checks. 
The Schwab Safe Co., Lafayette, 
Ind. New insulated ledger chest is 


Line of hanging 


standard filing drawers. 


designed to hold folders. 


Chest has 


hanging 
hinged top and can be 
mounted on a stand to make it desk 
he ight. 

Steel-Parts Mfg. Co., 4630 W. Har 
rison St., Chicago 44. Line includes 
portable cabinets, caster mounted, for 
hanging files, in both letter and legal 
SIZES Tops slide back out of the 
available for 


| | 
way. Similar models 


ce sktop use. 


Inc., 6224 
Line in- 


Top Flight Products Co., 
S. Oakley 


ludes 5 ngle-drawer hanging hiles in 


lve., Chicago 36. 
‘ 
letter and legal sizes. 


Rotary and Mechanized Files 
Acme Visible Records, Inc., Crozet, 
Va. Line of visible record equipment 
includes some models that rotate about 
a vertical axis, with either manual 
or electrical power. See listing under 
Visible Record Equipment. 


Art Steel Co., Inc., 170 W. 233 St., 
New York 63. While not a rotary 
file in the usual sense, the Spin-Viz- 
Dex is a 6-panel rotary unit for the 
visible display of information carried 
on strips inserted in the panel frames. 


Craig Machine, Inc., % Holten St., 
Danvers, Mass. Craig Electric File is 
a console-type unit with two banks of 
vertically arranged card drawers which 
are balanced so that as one moves up 
the other moves down. Seated opera- 
tor may select any desired drawer by 
use of pushbutton, and drawer is auto- 
matically brought to working position. 
Card drawers can accommodate card 
trays holding different card sizes. 
Features include work shelf, adjust- 
locker. 


(The foregoing based on 1955 models; 


able work table, and utility 
current details not available at press 
ume.) 

Diebold, Inc., 2011 


Canton 2, Ohio. 


Mulberry Rd., 
Several types of ro- 
tary card files. The Cardineer car- 
ries cards up to 9 in. wide and 5 in. 
high, held in position by segment bar 
through punched hole in cards. Seg- 
ments are removable; unit is elec 
trically powered. Elevator models ac- 
commodate from 8 to 24 trays of rec- 
ords, which ride unattached; each tray 
has 19-in. rotate in 


capacity; trays 


either direction at touch of button; 


direction of movement is sideways 


i.c., card edges are perpendicular to 
axis of rotation). Super Elevator file 


has capacity for up to 300,000 rec 


ords; cards ride unattached in trays 
which lift out easily and may be 
interchanged; cards of any height up 
to 6% in. may be accommodated; tray 
depth is short (10 in.) for conve 
nience; 


level at the touch of a button. 


trays are brought to desk 


klectrofile, Div. of Johnson Fare 
Box Co., 4619 N. Ravenswood Ave., 
Chicago 40. Electrofile units are of 
a special type, Cards are notched at 
the bottom in accordance with a pre 
determined code which provides classi- 
breakdown, 


hication by alphabetical 


type ol product, date, class of prod 


ucts, geographical area, etc. Cards are 


filed at random. When appropriate 
code is SC lected on the keyboard, cards 
coded correspondingly are pushed up 
into view where they may be inspect 
ed. Notching of cards is accomplished 
by same keyboard used to select them. 
In larger models, the keyboard unit 
slides back and forth so that it can 
be used with any bank of cards, 
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Ferris Business Equipment, Inc., 45 
Exten 
rotary 


Seymour St., Stratford, Conn. 


} r | 
sive line of mechanized card 


In some models, edges of cards 


ire parallel to axis of rotation 1.c., 
cards move toward and away from 
operator; in others, edges are per 
move toward 

are carried free 

1 

in removable trays, which may be 
of various sizes. One new unit is 


and has two writ 


open on two sides 


ing shelves; this model is designed 
for use by two or more clerks. Some 
models are mounted on casters and 


can be moved. Also offered is a line 


files for cards, some of them 
caster mounted, equipped with work 
ing shelves and other features. 
Herring-Hall-Marvin Safe Co., 1550 
Grand Blvud., Hamilton, Ohio. 


ol Rotary 


Line 


Record |] iles, electrically 


powered, taking cards up to 5 in. 
Cards ride un 


high and 8 in. wide. 


atta hed around a wheel and are held 


in place by means of polished retain 


ing bands on each side of the en 
closed portion, Cards at top of wheel 
may be easily removed and replaced. 
Floating dividers create 
tions. All 


(35 in. 


separate sec 


models are of same over 


all size high, 12% in. wide, 
32% in. deep), accept 3 by 5, 4 by 6, 
5 by 8, or tab cards. Price, $750. 
The Mosler Safe Co., 320 Fifth 
Ave., New York \. Three types of 


Revo-Fiie is of 


1 
} 


rotary files: whee] 


type, with cards riding unattached 


around circumference of wheel: cards 


are held in place in enclosed portion 
of circle by endless belts; cards in ex 
posed section (top of wheel ) can 
be readily removed: unit is manually 


operated; designed for standard card 


\ ' 
sizes, including tab cards; prices [rom 
Electric Se 


tric ally pow 


Re vo File 


] 


lector 18 similar, but Is cle 


ered and has push-button control to 
wing portion of wheel desired to 
working level; price, $575 Roto 
Files are large ipacity motorized 
models holding up to 80,000 cards 


| , 1 
caras are irricdgd on individual whee 


whicl be operated individually in 


tion or simultaneously ad 


' , \ 
number of clerk may thus work sim 


y 
ultaneously; prices, $2,250 to $2,750. 
, : 

Ihe company has also manufactured 


files for paper tapes used in ele 


tronic a 
Remington Rand Diww., Sperry Rand 
Fourth Ave., New York 10. 


mechanized card files 


ounting 


Corp., 315 
Several ty 


ypes ol 
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Visible records have the great advan- 
tage of being easy to locate. Numerous 
types of equipment are offered, of 
which these are typ . Top: A book- 
type display unit. S¢ A ring-type 
binder for visible record forms. Third: 
A cabinet in which each card is car- 
ried in a pocket with its bottom edge 
protruding beneath the above. 
Fourth: A similar card arrangement 
carried in a metal book. Bottom: By 
the use of spring-type devices affixed 
to existing ecards, a system 
may be converted to a 
in which the top edges of cards fan 
out for ready identification. (Pictures 
by courtesy of Art Metal, Stationers 
Loose Leaf, Globe-Wernicke, Art Steel, 
and Wassell, respectively.) 


card 


vertical 


visible system 


Conve-Filer is desk-type unit with 
cards moving laterally across work 
area; unit is electrically powered; can 


t 


handle variety of card sizes to & by 6 


in., including tab cards, with from 


20 to 40 trays riding free; cards rest 


in trays without attachment; trays 


are brought to de sk le vel by push 


Kard-Veyer, 
up to 8 by .) inh. 


electrically 


button control. lor cards 


and tab cards, 1S 


powered, with motion of 


cards toward and away from operator 


(“Ferris wheel” type); cards ride in 
unattached trays which are removable 
and replaceable. Roto-Kard is wheel 


type unit with cards fastened to drum 
by means of ring through a die cut 
it the center; offset die cut can be 


unit cde signed tor 
cards foot pedal 


Robot K ircle x 1S 


Kardex 


ised for flagging 


8 by 5-in. contro] 


is available. a mech 


anized unit for visible ree 


ords: cards are carried in plasti 


pockets in trays with bottom edge 


visible; trays are mounted in 


des in two vertical banks; by touch 
pushbutton, iny «de 
brought automat ally 

} ' lied . f 


position, where 1 slice 


ward in a channel in the 


Sylvan 


) 
Rotor 


Wassell Organization, Inc 
jue., H estport, Conn. Laine of 
File 


Rotor 


pment includes several type 


(Corres 


equ 
File if¢ made up 0 
base, one or more cil 
units, and a top. Circular 


designed to hold two tiers 


of legal- or correspondence-size mate 
t ] } } } tated 1! 
terial, which can be rotated manually 
iround a vertical axis Rolling work 
station, with chair and writing sur 


4 a 
face, can be installed to permit use 
e 
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ASILY with, 


AA 
UREKA 
Coal 


ROLL LABELS 


9 Colors! 


NQ, 60..-LASY STARTING slit and 


perforation 


accurate 


assure quick 


clean tear redu 


spoilage 


climinates 
1 ( ply 
folding 


relyping saves time 


ored for speedy, uniform 


Heavily 


gummed for easier 


application, Available in white, blue 


buff 
feeding 
250 labels 


cach 1-5/16" x 3%’ 4% 


and FANFOLD 
LABELS 


NO. SO. SAME SUPERIOR QUAI 
ITY as FUREKA’S Roll Labels, but 
packed in KAN FOLD box for type 
writer usc Available in 


manila, green, cherry, canary 


salmon and 


Free 


typewriter carriage box of 


goldenrod 


white, blue, 


buff, canary, cherry, goldenrod, green 


SOU labels, each 


~ 
7S¢ 


and salmon 
a” x 3% 


Box of 


BZ Fa Z2 
U gE uP 


EUREKA SPECIALTY PRINTING CO. 
524 ELECTRIC ST., SCRANTON 9, PA 
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Use Readers’ 


Tools of the Office 


of files by seated operator. Rotor 


Files provide for mounting of card 


trays im various sizes in circular tiers. 


Complete work stations with desk and 
Desk Rotor-Files. 


hle are known as 


These are variety ol 


card sizes as orrespond 


ence, 


Watson Mfg. Co., Inc., 63 
St., Jamestown, N. Y 


are neither mice 


Taylor 


Rol 1 x units 


hanized nor rotary: 


they are used, howe ver, lor 


1 nilar 


purposes 


to those served Dy 


rotary and 


mechanized files There are custom 
ult units of the tub type, but with 
two tiers ofl trays, the upper lier 


" 
mounted on rollers directly over the 


lower tier Vhe upper trays may be 
rolled manually to either side to per 
mit access to the cards below This 
permit ompact but convenient card 
filing. Units may be ordered fos 


records of any size. Trans-Deo 


rolling 
ded by 


| 


chair and desk assemblic 


floor ) 


i rail installed on the 


may tx 
used with Rol-Dex units to permit a 
seated operator to vork easily, with 
icce to a large number ol records. 


Wheeldes Simpla Products, Ine 


10 Bank St., White Plains, N.Y. The 
W cele line con I 0 three basi 
types of mechanized rotary card files 
Wheeldex is a wheel file in which 
ird ire attached to 1 continuou 
riviy ( irds may be remo ed il ce 
red both manual ind motorized 
ersion ire offered (ther ire more 
than 30° different models) Simpla 
hind equipment ries records un 
atta he | in short removable tray cle 
ired tray ire brough tutomat ally 
to desk level by pu hbutton ontro!] 


cards in any width and in heights up 


commodated 


Anh i i num 

1) ' ' 1 

crous Models are Wallab Sim pla 
vheel equipment is of the radle type 
with radle mounted on 1 wheel 
motorized ind nanual nodels if 


off re | record “ 
unattached in 

Zephy) 
Sf Veu 


Rolo ke \ 


tray 


Imerican Corp., 95 Morton 


York 14 


units ire 


Iwo ty 
offered 


Various SIZES Carry 


es oO} 
By sk to 
differ 


ent sizes of cards attached to riny 


1 
mode ys in 


} re} ly] loat , ] ' 
but emovabk Nhoating tabic “Tr 


mits writing on cards without reme 


ng them; prices from $10.95 to $64.95 


, , , 
Floor models ar nanuaily operated, 


kno », with cards 


unattache d 


by turniny a riding 


Iree in 


‘I hree ca 


tray 


tr 


different cards 


$189.95, 


pacities, for 


offered: price, 


SiZe are 


Visible Record Equipment 

lome Visible Records, Inc., Crozet, 
Va Visible records of several differ 
ent types: Virginian line cabinets have 


ard trays, with the cards held in 


hinge d 


pockets or in hangers. Acme 


Tray Cabinets are offered in 
variety of sizes. Similar mount 
ing of cards (with bottorn edge vis 
ible) may be obtained by use of Vis 


Veri 


line provides tub storage ol 


ible Card Books, made of steel. 


Visible 


machine and hand posted records of 
the “vertical-visible type posting 


offered. Card Book 


and Order Dispatching Rotaries pro 


trays are also 


vide for mounting visible record card 


large which 


> 


surrounded by 


| 
books on a 
' 


can be 


rotating unit 
a series ol desks, 
workers to 
Also offered are 


other types ol visible card equipment 


permitting a number of 


use the same records. 


ind display equipment, with stands 
suppl cs. 

Co., Jones 
Jamestown, N. Y. 


ra kets, racks, and 
Irt Metal Construction 
Gifford 


Card Visible 


Ives., 


equipment uses trunnion 
wires to suspend iorms or acetate 
tipped kraft pockets used for inser 


' ' 
tion of forms; the line includes cabi 


| | 
nets, DOOKS, 


stacks, and special equi} 


nent. Strip Reference equipment pro 
des for mounting strip inserts in 
panels which may be housed in Post 
index desk stands, rotaries, brackets, 
ind special units. 


{rt Steel Co., Inc., 170 W. 233 St., 
New York 63. Vizice 


ts contain drawers for 


Viz able < abi 


ne t stor 


ive Ol 5 by 8 cards. Viz-Book-De; pro 
vides book-type storage of cards in 
pockets. Mobiler Viz-able Directoire 

a combination unit with cabinet 
drawer 
storayve ol le ral orrespondence Spin 


ee t = 
Viz 1 x 


unders for ) by 5 cards ind 


provides for display of in 
tand. 


File Index Co 549 
W. Washington Blvd., Chicago Au 


ormation on 


lutomati 


' 1 

tomatic-Vandex line includes trays, 
| P | 

ipinets, stands ind omer equipment 


or hous ny Vande x aluminum 


record 


visible 
: é; 
card panels, Current details 


not available at press time 


Business Effictency Aids, 8114 N 
Lawndale Ave., Skokie, Ill. Magne 
Dex line uses principle of magnetism 
to obtain visibility of cards filed one 


behind the other. Embedded in cards 


ire tiny strips of metal carrying cle 


1 


cal charges. Since charges are alike, 


Inquiry Coupon on Last Page 
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other, causing them 
to stand apart and making top line 
visible. Travs can be demagnetized 
so that cards will stay open at “V” 


return ol card after 


to per it quick 

! 
posting Magne-Dex line includes 
trays, portable stands, tub desks, and 
record desks for use with cards of 
this type. 


Cel-U-Dex orp., ] Vain St., Brook 
lyn 1, N.Y. Visible 
the book type tor 


11 
Sidi 


record systems ol 
nsurance analysis. 
These are units of both per 


sonal and commercial types with 
double card pockets. 

Diebold, Inc., 2011 Mulberry Rd., 
Ohio. Tra-Dex and V-Dex 


“vertical-visible” type; 


Canton 
lines are ol the 
units are designed for records of any 
SIZ Flex-Site equipment 1s of the 


Also offered is 


binder type. 


t 
V-Line posting tray equipment. Prod 
ucts include tub files, posting trays, 
binders, posting stands, cycle billing 
bi ; 4 g sti , cvel ling 


desks, and related equipment. Some 


| 
equipment is insulated, 


klhe File & Binder Co., Inc., 649 


Ilden St., Fall River, Mass. Flbe line 
includes multiple ring binders for vis 
ible heet or card records of all sizes, 
it prices om > ) to $20- Flip Files. 


ng yinder or desk stand mount 
ex cards in acetate pon kets, 


from $2.20 to $15; binders; 


' 
and other equip 
ment 


The General Fireproofing Co., 413 


Dennick Ave., Youngstown \, Ohio 
Vi ri¢ ecord equipment includes 
ipinet vith 6, 12 and 24 drawe: 
lor Ting iF Is in aluminu n holders 
with otton nes sible insulated 


le record ites with | trays 

by & rds: desk arm slides (hold 
iv cards) for use in Stream 
n J i desk and related sup 
pie 

The H-O-N Co., Third and Oak 
Sts., Muscatine, lowa. \aine of Shan 
non y ste includes cabinets with 
trays, tands, irames books, and 
ine ( le records. Hinge-and 
inger method of securing irds } 
iValiabie a vell a mocKet mounting 


716 Oakland Rd., 


lowa. Lane in 


Le Febure Corp 
NU} Cedai Rapids 
luce 1 wide range of equipment for 
stations, including 
and stands, etc. 
Febure offers several 


Among 


«<S OF Visible record systems 


DECEMBER 1956 


ol each record im =the system); 
Scandex, 


which permits a degree 0 


filing of records as an aid 


random 
to rapid filing and record location. 
Meilink Steel Safe Co 167 


wood Ave., Toledo 6, Ohio 


Hercules-Meilink insulated ledger files 
for machine accounting records, in 
single and double-drawer s1z« with 


Laboratories Class ( 


, 


78.2 $780.25 


Labels. Prices: $178.25 to 
The Vational Blank Book Co 
Box 791, Holyoke, Mass 


P.O 


Line of vis 


ible record binders include: Prong 

" - | 
master model with automati snilt, 
i yrices from $39 


to $48, and Ring 


Visible binders with brown tabrilit 
| c +. €99 
overs and metal rims ($11 to $22.50) 
or with black leather ($8 to $1275) 
{| ] { pplies na 5 
lso a line of supplies an acce 
soric 


Holly 


nclude , 


The Record plat Co. 16 / 
St., Pasadena \, Calif. Line 


visible binders ol various Types, in 
—_ +5 
cluding multiple ring, together wit 
supplies and ACCESSOTICS 

Remington Rand, Div. of Sperry 


Rand Corp., 315 Fourth Ave Veu 
Kardex line ol equipm nt 
rrovides for 


mounting recor if 


nm pockets with bottom line 


vith from 6 to 22 card slides. Some i 
ire 1180 offered \ 
Robot 
Kardex, is described in th var 
Rotar) Vechanized File 
Al se obtainab!| ! Sched-U-Graph 


quipment, wi h Iscs the Karak 


and 


The Shaw-Wa 


The ¢ / 


She ppard Co 


’) St., Long Island City 1, N. Y. Lan 
of vi e record binders and ten 
| ] jat kh te ) le Oo re ré 


| Ma ter ‘ ri¢ i | 
Ju ‘) \ l ne , | < ‘ | 
in inster binder pia ind 
wee wie 

Stationers Loose Leaf Co 4H | 
Chicago St Vilwaukee | Line o 
Fa é thle record bind ‘ 
t i omat n r ‘ cle 

( ind flat writis wee 

The Victor Safe / quipment Co., 


Ine 3] Fourth lve y ork 10 
Victor \ vie equipment nclude 


ormation From 


A dvertis 


coreee oe 


Many office machines use marginal pre- 
punched forms. And the records you make 
with this modern efficiency system are 
valuable. How do you file them? 

The best way is to bind them in 


Acco 


Pin Prong Binders equipped with special 
narrow prongs to accommodate the small 
holes in the record sheets, 


ree ords 


Your 


will then be safely bound for temporary or 
permanent filing — always in order, always 
neat, always available 

Acco Pin Prong “9000” line of Binders 
come in many sizes and are available in 
your choice of genuine presshoard (5 
colors) or binder 
with canvas er black pebble 


Your stationer will supply you 


he avy board cove red 
grain cloth. 


Ack him, 


The Accopress: 
Hinder cam- 
hines loose leaf 
convenience, 
large capacity 
a and eronemy 


Ideal for Cata 


low Cavers 


When 


transfer time 


comes just wip the 
hound papers from 
the Accobind Bolder 


insert @ new feevo 


the 


Fastener a 


Folder in ready for 


another yoar's filing 


ACCOBIND folders 
ACCOPRESS binders 
PIN-PRONG binders 
(for marginal multiple punched forms) 
ACCO clamps 
ACCO punches 
THE ACCOWAY SYSTEM 


(for filing Blueprints and all large sheets) 


and other filing supplies 


ACCO Propucts. tne. 


Ogdensburg, New York 


In Canada iecao Canadian Ca., Lid., Terenta 
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How Long ae | 


m 
{ 


Should Records be Kept? 
this FREE 


booklet tells 
you — Now 


‘ available— 
our Manual of Re- 
cord Storage Practice 
with Retention Periods for 
general business and banks. It 
tells a simplified story of record 
procedure and an easy-to-do 
storage plan for inactive records. 
A VALUABLE GUIDE FOR 
EVERY BUSINESS. For your 
FREE copy, clip this ad to your 
letter-head and mail to: 


BANKERS BOX CO., Dept. OM-12 
720 S. Dearborn St., Chicago 5, Mlinois 


acme MEET 
VISUAL CONTROL PANELS 


wOCHOURES 


Chart Action, Indicate Trends, 
Permit Comparison, Organize Facts 
for Analysis and Decision. 


Complete flexibility with limitless signal- 
ling and charting possibilities . Easily 
adapted to your individual records. 


Lightweight panels contain clear plastic 
tubes which are individually removable 
and may be shifted from one position to 
another ... Clarity of tube provides full 
legibility of contents. 


ACME VISIBLE RECORDS, INC., Crozet, Virginia 
{ | Send us more facts on Visual Control Panels 


{ | We are interested in Acme Visible equipment 


7 , , 
ible. Also a line of supplies and ac- 


CCssorics, 


Visirecord, Inc., 54 Railroad Ave., 
Copiague, L. 1., N. Y. The Visirecord 


line provides record filing i cording to 


F P 
the “vertical-visible principle. Equip 
include 


ment available I bil bi 
mci AVAL ADC novi cavl 


nets and posting trays with locking 
overs, desk units, posting units, etc, 
For use with this equipment, the 


company manulactures an extensive 


line of record forms and panels, in 


, 
cluding some that provide for the 
storage of punched tape used in IDP 
applic ations, and cards usable lor edge 


yuri hed IDP code \. 
I 


Vue-Fax Corp., 655 Main St., West 
bury, N.Y. Vue-Fax line is of “vertical 
visible” type and includes equipment 
ranging trom portable posting trays to 
cabinets with desk arrangements. New 
double posting file has posting section 
with sliding table top; unit can hold 
up to 0,000 records, The line has 
been adapted to house IDP media, 
including punched paper tape and 


from $44 


to $374, plus required number of in 


edge-punched cards, Prices 


cle x guide s. 


Wassell Organization, Inc., 
lve., Westport, Conn. 


Sylvan 
Sig Na Lok 
line includes cabinets for card re 
ords filed in pockets with bottom lines 


visible, available in various sizes. 


Productrol control boards use similar 
card filing in conjunction with chart 
ed information. Filing systems include 
which 


vertical card files can be 


to visible systems by inserting a thin 


new Spring-Dex, by existing 


converted 


spring in the tops of cards to make 


them stand apart so that top lines 


are visible; means of inserting springs 


Also offered is Self 


Ciuide system of storing tab cards so 


can he provided, 


that guide cards protrud over other 
cards, giving visible inde xing without 
use ol guides, 

Wilson Jones Co., 209 S. Jefferson 
St., Chie ago 6, Line of Shif-Dex loose 


leal type prong binders for visible 
records, with sheet lifters, automatic 


shift, etc., in various sizes, from $39. 
Records held in banks of 40. Also 
forms and supplies for use with this 
equipment, 

Yawman & Erbe Mfg. Co., Inc., 1099 
Jay St., Rochester 3, N. Y 


Y & FE 


Line of 


visible card cabinets of the 


—_ 


AMA— 


(From page 42) 


those who seem to be less than stars 
not for what we can get out of them, 
but for what assistance we can be in 
their progress and development 

- i _ a voy . 

Che speaker also suggest d planning 


ployee “at the time of an 


I 
earnings a 


with every em 
increase in program to 
provide d good reason ior his next 
increase.” This, he said, stimulates 
employees to work at top capacity at 
all times. 

In citing ways and means of com 
bating the stenographic shortage, 
which he expects to grow continually 
more acute, McDonough suggested in 
creased reliance on telepnone dictation 
to central recorders. 


think 


we should pay typists who use modern 


“Furthermore,” he said, “I 


dictating equipment more money than 
we pay most stenographers strictly on 
the basis of their production.” 

A new and approving look at the 


much maligned office pevine was 


Rta 
suggested by the second Wednesday 
speaker, Dr. Keith Davis, professor of 
management, Indiana University, 
Bloomington, Ind. 

Why not use the grapevine for pur 
poses beneficial to the company, 1n 
stead of vainly opposing its existence, 
he asked the group. 

Defining the “grapevine” as the 
“communication system of the infor 


yUSINGESS, the or 


mal organization in 
ganization that arises out of the social 
relationships of people rather than the 
formal organization chart,’ Dr. Davis 
said that the grapevine may very well 
serve to fill gaps in the formal com 
munication system. 

In many ways, business should be 
glad grapevines exist, he declared: it 
is even possible that business would 
not be able to function at all without 
them. 
differs 


Grapevine communications 


from formal channels in that it oper 
ates according to the cluster principle, 
he said. Each link in the chain tends 


to inform clusters of other people, 
rather than report to only one indi 
vidual, as is usually the case in the 
formal pattern. 

But the grapevine is also something 


that grows out of each new situation, 


bas records viz | tray type, with cards carried in alumi he pointed out, sv that the people who 
Company Attention num card holders with bottom lines pass word down it one time will not 
Address exposed. Also line of filing supplies necessarily be “communicators” the 
City Zone State | and accessories. next time. (To page 72) 
O88 For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page OFFICE WAN AGEMENT 


| 
f ee 
4 FP 
Of 
; 17) / 
a - 7) j 
; . / Po 
7 | 
re 
‘ | | | ne 
| | a 
; Le | T~CS;C;~CSC™*~*Y 
’ | ** 
| 
? | Se 
+ 
 C(‘COCCr 
a 
<b | 
a 
© 
a 
aa OTTO ManUTAC TURING PEOCERLE on (aaa: 
i ouore ’ 
5 COLAO R ee Se 
fF monnanes ——~- 7 ‘ 
v Ce % Lol ~ Pe 
Ly “we 
Ns a 
| 
a a 
i “aks ¥ 
yee Ask the man from Acme for examples. 
ay 
C4 Pe 
¢ EE | | 
. 
ee: | Sn emia eae, «= hee Sa <a eB Pi Scree Si os Tos ee lad 


Royal’ 


the ¢ Oya, look... for better first impressions 


In your reception room or general office, attractive, 
comfortable furniture means lasting 


and favorable first impressions . . . that’s why 
companies that are going places choose 

Royal Metal Furniture. It’s inviting, functional, and 
designed to the very best standards of taste. 
Choose Royal for all your office furniture— 

and you choose the finest. 


Royal 1210 ex five posturt haut 


SSE HEE HEEHEEHEEEEE EERE Ee 


ROYAL METAL MANUFACTURING CO. 
- 175 N. Michigan Ave., Chicago 1, Illinois, Dept. 6A 
Please send free folders on Royal Otfice Furniture and complete irtor- 
mation on Royal Office Planning Service 


send for 
folders and 
information 
on Name____. 
decorator-planning Company_ 
service Address___ 


City, Zone, State. —— 
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The nine 


basic rules to follow to insure 


the best results from work assignments 


“Get rough—let ‘em know it’s their 
jobs if they fail to come through 
that’s the only way to handle employ 
ces when you give them a job to do!” 
“Apply some sound planning and 
maneuvering in handing out your 
work assiynments and you'll not only 
keep the staff happy but 


yet the job 


done ever time!” 

The foregoing are two solutions to 
the problem of seeing that an office 
manager s work assignments are car 
ried out by the men and women under 
his supervision. They represent Oppo 
site extremes, ol course The first was 
in top gavor many years ago; the sei 

has ] j 
ond has supplanted it almost entirely 
today 

The gruff and bombastic method 


required little planning Sometimes 
it got the job done and sometimes it 
did not. It usually caused hard feel 
Inge and re sentment and was a source 
of constant griel lor the executive in 
the follow thre ugh that was necessary 
Not so with the use of today’s meth- 
ods of securing top results from work 
issignment In paragraphs to follow 
ire summarized the Iniportant Inpre 
dients which go into this formula. The 
ication of all which ipply to each 
particular situation assures the issign 
carried out with least 
strain on the office manager and great 
est assurance ol cle sired results. 
Presenting a clear picture of all the 
facts 18 of first importance Any as 
ipnment which rives the employee 
only half a picture of what is to be 
done or how it is to be done leaves a 


vide margin for error and ssible 


}) 
failure. Making certain that we have 
presented all pertinent data and that 
I 1s clearly un lerstood by the employ 


ee IS positive assurance the 


margin 
tor error can be reduced to almost a 
y inishing point. 

Such a presentation need not go into 
fine detail: any employee worth having 
on our office payroll should have the 
ibility to think for himself or herself 


» at least a small degree. But every 


70 


Ernest W. Fair 


by 


such assignment should be — first 


checked 


ALL of the facts are contained within 


irefully to make sure that 


the assignment before it is relayed to 
the person involved. 
Make sure that the importance of 


the assignment is specified A job 


handed out in an off-hand manner 


' , , 
Wil, not impress the employee as being 


of considerable 


fore deserving extra effort and care. 


iMmnportance and there- 


Where such importance is present it 
should always be made clear to the 
employee to whom we are giving any 


assignment, 


Keep control of assignment 


control 


“Don't lose yourself 

k +} ] ” 

cecp the area limited,” is advice given 
by many experienced executives. They 


point out that retention of sorme ele 


ment of control on each assignment 
is the office manager's 


\ 4 " 
the employee Will 


vuarantee that 
put forth maxi 


mum effort in its accomplishment 
1 1 1 
\s ony as an employee has definite 


1] 
responsibility toward omeone ese mn 


performing any task he r she will 
always exercise pre iter ire in cau 
tion in carrying out the assignment 
Phi il 0 bring up oO next ont 
check up and reassut rom time t 
time. Most uch vork issiunment 
involve projects Or more than 1 ew 
hours In many nstan they will 
involve several days. On the latter it 


t important that the office man 


is mos 
} ] } | 
wer have a regular routine of check 
, 
ing with the employee on what has 
been accomplished. On every sucl 
occasion he should pa ilony reas 
1 
surance to that employee on how he 


I 
or she 14s handling the assignment. \ 
purpose alone 


! 


will fulfill the design It i in added 


check up for the latter 


insurance that the orders will be car- 
ried out accurately and as speedily as 
poss ble . 
Another factor of importance is to 
always tell the employee with whom 
he is to deal In carrying out the assign 


ment AND to inform such individuals 


of the rol expected of them when they 
are approached. Such procedure makes 
any assignment much easier for the 
employee to handle. The authority of 
the office manager can smooth the way 
bv such assurance. It can cut the com 
pletion time of most assignments by 
as much as half as compared with the 
time requ red should such contacts not 


be given with each requirement assign 


ing them. 
“Don't pass along the hot potatoes 


to take yourself off a spot,” is another 


q 1 
piece oO] advice handed to us by several 
experienced Executives. They point 


nut that this is always the line of least 
resistance for the individual confronted 


; : 
with such an unappealing or difficult 


| 
ropiem, 1¢., pa 


} it along to somcone 


else. 

Such procedure never endears an 

office manager to the men and women 

working under him. They recognize 
, 


these jobs which the office manager 
should handle himself. When any in 


dividual has such a “hot potato” sud 
denly thrust upon him that man or 
woman is anything but happy. Under 


1 1 
those circumstances he or she will not 


only find it difficult to carry out the 


, 1] : ; 
issignment Dut Will in mos nstance 
do no more than is require 1 to “ve 
, a 

| | | | 

Along much the same line it ts also 
snadvisable to ¢t long ignment 
ha V SAD tO pass aliony assipnimen 
vhich are actually too technical for 


nembers of one’s staff to handle. We 
ill have a tendency to assume that the 
rik il KIM wledge WA ¢ wos se should 
ilso mM a part ol the equipmen or our 
taff men and women. This is seldom 


Otherwise one of them might 


"1 of ' 
ery well tx tne executive 


Every such work assignment should 


h te hni 


be carefully examined for su 
al clements ‘ nd a thorough considera 
tion ol the ability ol the person to 
whom the assignment is to be given 
inalyzed. A number of studies have 


shown that the most pr lent reason 


for failure to carry out executive a 


: a te 
‘ignments by staff personnel is based 
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Stanek incredible... hut 
this ¥240 Kodak Vérifax Copier 


GAVEL UL 
$20, 
PER YEAR’ 


nt & Company... 1 Veritax copic ie made in | minu 


Sargent & Company, New Haven, Conn., leading Customers welcome the speedy reply —the convenience 
manufacturer of locks and hardware, eliminates re- of not having to dig out carbons of their letter 
typing and proofreading in order handling. reference 


Three or tour copies are needed of each page in a cus To learn about the many other ingeniou hort cuts 


tomers order. Nou Sargent G Company gets them in 1 which Verifax copying has brought to thousands of offices 
minute for less than 3¢ each with a Kodak Verifax Copier. send for free booklet. Or get in touch with your nearest 


Veril ix cle ler You ll fi il h in li ted it the yvelk pas 


Only hall manv clerk ire now-«a igned to proce 
; ' : of the phone hook under Photocopy equipment 
rdet despite i 30 jump in order handled. And 


nnportant there \ copying mi take 


Makes no differes if orders are 5O page: ————- MAIL COUPON TODAY -——— 


lon ive written in ink ‘ ill for hundreds of dit FASTMAN KODAK COMPANY 


Busine Photo Meth ds Division 
443 State St... Rochester 4. N.Y 


ferent product in Sargent & ¢ ompany O0O0-iterm line 


Half the mail answered without dictation and typing 


Another peedy hort cut i followed by Sargent’s produc Gi 


tion planning department in answering about 50 letters 


Name 
1. Answers to questions about orders or related sub- 
Position 

jects are jotted down in margin or at bottom of letter. F 


2. A Verifax copy is made and sent to customer... Company 


original letter is filed away. 
c Street 


City TRAOE MARK 


r 
| 
| 
| 
| 
| 
| 
| 

a day | 
I 
| 
| 
| 
| 
| 
| 
! 
| 
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on the 
handle 


Such procedure, when repeated fre 


individual to 


inability ol the 


a problem, 


quently, lowers the morale of an oth 
erwise good member of our office staff. 
A very eflicient man or woman can 
be reduced to virtual incompetence by 
a continued barrage of such assign 
ments. Careful checking of the tech 
nical requirements and the ability of 
the person to carry out the assignment 
should be a must on every major order 
issued by any office manager . . . is 
often advisable on even the minor 
assignments, 

“Don't delegate a job you can handle 
more efhiciently yourself,” is another 
good piece of advice from several ex 
ecutives. They point out that the pri 
mary responsibility ol any executive 1s 
to “get the job done” in the speediest, 
quickest and most economical manner 
When an assignment comes up that 
can be so handled by the office man 
ager himself much more ably than 
any other member of his staff that 
executive is violating this principle by 
delegating it to someone else. 


They also add that such assignments 


usually result in waste all around 


Eqp0/A ‘INP Any 


first in the office managers own time 

re-doing the assignment itself or in 

' ' 

compieting that part of it the other 
1] hI | 

fellow was unable to accomplish, and 

secondly, in the time of the employee 

‘ 

to whom the assignment Was given in 

the first place. The latter could have 

more profitably spent his time on some 


task he was thoroughly fitted to handle. 
Don’t expect too much 


1 1 1 
Along these lines we have another 
“Don’t expect the 


be done as well as you 


suggestion job to 
ould do it” 
something we often forget. The wise 
office manager always remembers that 
he holds down the business post in 
his possession bec aus he has reac hed 
top efliciency. The drives which hold 
him there are seldom existent in the 
men and women working under him 
or they too would be executives. 

Impatience with the speed, ability o1 
ingenuity used by staff members to 
do the job can lead to even further 
losses in accompli hment by these peo 
ple. Such impatience is usually en 
gendered by one’s expecting executive 
ability in every employee. 


As a final suggestion we pass along 


Keautiful 


FUNCTIONAL 


... the Leopold 
free-form desk 


BURLINGTON, 
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Member: Wood Office Furniture Institute 


a pointer mentioned by almost every 
expert with whom we talked 
“Don't have too many going at once 


£ 
- Whicn ts one of the big ftallings of 


many office managers. Too many job 


a ynments means our supervision 

ind control over them is spread so 
11 1 7 

thin we can actually lose all touch 


with a number of these assignments. 


AMA- 


(From page 68) 


“People tend to be active on the 
grapevine when they have cause to 
be,” he said. “This means they are 


acting partly in a predictable way. 
predictabil 


ity is important because it offers man 


This element of cause and 


agement the chance to influence the 
grapevine. 

“Research also shows that the greatest 
spread of information happens imme 
diately after it is known by the first 
communicator, so it 1s important to a 
management employing the 


grapevine 
that it makes sure the right story gets 


out in the first place. 


(To page 75) 


Once you see it, 


you will know that 

the Leopold Free-Form 
is the desk for you. 

Bold, beautiful 

“wrap around” lines bring 
everything on the top 
surface conveniently 
closer to you. 

Functional design, warm 
wood tones, fine 

Leopold craftsmanship 
make the Leopold 
Free-Form Desk 
right for your office. 
Get full information from 


your Leopold dealer. 
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Photograph of an odor by 
Joseph Breitenbach 


Portrait of a Business Problem 


You are looking at a rare photograph of a common business 


problem—an odor, Airkem scientists have found that ac 
cumulations of odors are present in offices, restaurants hotels 
and hospitals, in fact ¢ verywhere The effects of odors range 
from nuisance to aggravating annoyance and the cost is 
easily expre ssed in terms of lost sales and declining per- 
sonnel efficiency 

The photograph was taken of the volatile material that 
makes up an odor as it was precipitated on the surface of 
chilled liquid mercury. 1 he odor ippears as a mono molec 
ular layer—only one ten-millionth of an inch thick! The odor 
wMirce IS a coffee bean. 

Odors collect everywhere—on walls, fabrics, equipment 
much in the same way as dust. They remain to create the 


stale air that makes the “tired atinosphe re in an office, or 


_ 


"i 


Odor Control is a Profit Builder for 
department stores, hotels, restau- 


. 
rants, food processors, insurance 
ir m companies and many other busi- 
nesses and industries. 
eee : 
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the uniple asant Impression of stale food, grease and cigarettes 
in a restaurant. To produce a fresh-smelling atmosphere, 
alert business management has turned to Airkem 

Airkem equipment and formulae have proved in thou- 
sands of installations the advantage of clean-sme ling alr. 
Merchandise sells better, customers are easier to ple ase and 
more likely to return and personnel are more efficient in the 
Airkem-treated atmo phe re. Write for the facts on how 


Airkem treatment of indoor air can he Ip your Diusimess, 


AIRKEM, INC., 241 East 44th Street, New York 17, N.Y 
Please send me information on Airkem ait qu ality control, 


*lease have Airkem Field Engineer call 


Use Readers’ Inquiry Coupon on Last Page 
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10 Se// OFFICE SYSTEMS, MACHINES, 


FURNITURE, STATIONERY, SUPPLIES 


AND services, ( 77 To 


the House of Authority 


GEYER-McALLISTER 


Publications 
212 FIFTH AVENUE, NEW YORK 10, N. Y. 


BOSTON + CHICAGO «+ SAN FRANCISCO LOS ANGELES 


Largest publishers of specialized 
magazines for the office management 
and office equipment fields, the 
Geyer-McAllister publications offer 
a selling vehicle to reach every 
segment... every buying influence 
in these fields. 


As the foremost authority in the ofhiice 
administration field, Geyer-McAllister 
delivers an interested audience of 

high level executives who represent 


the major buying in fluence in America's 
largest offices 


As the pioneer in the merchandising of 
stationery and office equipment through 
dealers, Geyer McAllister has earned 
the loyalty and delivers the interested 
readership of America’s most 
substantial retail office equipment and 
stationery establishments. 


OFFICE MANAGEMENT, serving the dynamically 
expanding office market—parallels its growth—with 
a new circulation high of 23,362 management 
executives concerned with office administration- 
by far the largest ABC paid in this field—covering 
every type of business organization and institution 


OFFICE MANAGEMENT YEARBOOK. Annual review 


and reference source for management executives 


concerned with office administration. Reviews the 
fast-moving trends in office techniques, machines, 
and equipment. It's an additional ‘bonus issue 
for OFFICE MANAGEMENT subscribers with 

bonus’ circulation for advertisers. More than 
30,000 copies—next issue March 1957 


GEYER S DEALER TOPICS. Published since 1877, 
pioneer, friend and counsellor to the substantial 
dealers in the stationery and office equipment field 

at the forefront of every merchandising trend and . 


innovation—dominant sales influence—more than 
7500 paid subscribers—the only ABC audited magazine 
edited and published exclusively for the trade 


WHO MAKES IT AND WHERE. Established 1879 
Published annually. The oldest, most complete and 
authentic merchandising and buying quide of the 
stationery and office equipment field. Trade circulation 
more than 10,000 copies. The day-to-day tool of the 
dealer, wholesaler and manufacturer 


OFFICE MANAGEMENT 
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( Continued ) 


Benefits. according to Dr. Davis, 


that the grapevine brings to business, Ever been 


especially when managers are sufh 


ciently skillful to make use of it: embarrassed? 


| 
It is a primary means for develop 


ment of group identification and in 


It helps the company communicate. 
“ ise i, ' _ @ By having your mail arrive at its 
It would be almost impossible for ze 
an oS 
¥ { 1 1] des g stage ) > / > 
nanagement to transmit formally all lestination Po lage Due’? Maybe 


the variety of company information annoying prospects and customers? 
: that is necessary to help employees Happens every day. 
, inderstand their environment.” © A worn out, inaccurate mail seale 
It is a primary source of “upward can lose goodwill if it underweighs, 
information. And waste postage if it overweighs. 
It is _—— the best emotional Play safe with a Pitnev-Bowes scale! 
safety valve yet devised.” © A PB scale with high precision, 


winsiotat Dr. Davis said, it can automatic pendulum mechanism, 


sometimes be used as a device in tact 


registers instantly, gives the exact 
” . © Six PB models, including a parcel 


post model up to 70 Ibs. Ask the 
nearest PB office to show you. Or 


ical maneuvers 
weight in fractions of an ounce, 


Advising the managers present to 
‘ . @ Big hairline indicator shows 


learn to live with and use the grape 


vine for the benefit of the company 


the postage required, Markings, 


write for free illustrated booklet 


FREE: /landy desk or wall chartof Postal 
Rates, with parcel post map and zone finder, 


a 
widely-spaced, are easily read, Save 
he said: 


“Learn something about the chan time as well as postage. 


nels of communication involved. And 


tune in to listen and learn. Look lor 


the real meani ng, not just the words; PITNEYV-BOWES Mailing Seales 


often the meaning lies far beneath the 


surface indication. Discover the lead oe 
w 


Prrney-Bowes, Inc., 2986 Walnut St., Stamford, Conn. 
Made by the originators of the postage meter offices in 94 cities in US. and Canada, 


ers of the grapevine, the opinion lead 

ers of each group, and work with 

them when the occasion demands.” . 
It is also essential to feed the grape j 

vine accurate facts, so that it will carry ‘ . 

useful and valid information, he said ' Commands Ne Attention a} | 
“Rumors arise when employees do : 


not know the real facts,” he declared. 


“p 3 1 
Preventive medicine is the soundest 


approach to rumor-mongering. Get 
at the causes rather than try to kill a 
rumor that has already started.” 

But management should do its best 
to stop really important and harmful 


rumors when they do get started, he 


advised, saying that research has shown 


that once a ramos s generally accepted brighter, 


employees Will distort reports ol sub 


7 
sequent events to contorm to their be whiter 


lief in the rumor. 


‘The most effective rumor stopping 


technique,” he said, “is face-to-face A rag content paper for letterheads 


supply of the facts by each manager. Brighter, whiter Weston Bond makes letters look 7] 
Give the facts directly without first neater, Cleaner, more impressive, Ask your printer 
; : to use it for your next supply of letterheads. Also . 

mentioning the rumor, because re available ia colors, white opaque, litho finish and ‘] 
" ‘ - A 
search suggests that when a rumor is matching envelopes. by 


repeated at this time it 1s remembered 


just as well as the refutation.” Write for Sample Bool 
Address Dept. (OM) 


BYRON WESTON COMPANY 
DALTON, MASSACHUSETTS 


The final luncheon speaker, Roger 


Hull, executive vice president, Mutual yg * 
Life Insurance Co., New York, dis Makers of Fine Papers for Business Records since 1563 
cussing “The Art in Scientific Man Mae gc a a a SS aee e a 
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agement, said that leadership qual 
ities and understanding of human rela 
tions values continue to be the ma 
jor factors in good business manage 
ment de ppite the impact of automation, 

The rapidly 
business procedures 1S certainly impor 
tant, he 


developing science of 
conceded, but, he reminded 
the audience, work in the last analysis 
is accomplished not by systems, rules, 
or procedures, but by people. That 
means that to get the full benefit of 
people's capabilities, they must be 
properly motivated, he went on, 

“The greatest and most efficient pro 
cedure is one that will inspire people 
to do the best job of which they are ca 
pable,” he ass rted, 

Management too often forgets this, 
he warned, putting too much reliance 
on “scientific methods.” ” 

“It has been my observation,” he 
reported, “that enthusiastic people will 
do better work even with poor proce 
dures than unenthusiastic people will 
do with good procedures. That prin 
ciple is even more true when groups 


When busi 


combination of 


of people are concerned. 
ness can achieve a 
scientiln procedures and enthusiastic 


workers, it has found the perfect an 


Sab a) 


emaud 


SOLD ONLY 
THROUGH 

RECOGNIZED 

WHOLESALERS 


swer to business efficiency. That is the 
combination for which we all strive.’ 


As specific measures for improv 


ing employee morale, 


high level, he suggested: 


and maintaining 


Don’t specialize jobs so much they 
become monotonous. 

Try to make every job offer the in 
dividual a means for finding pride of 
accomplishment in his work. 

Respect the dignity of the individ 
ual worker, and always treat him as 
an individual, 

Design an organizational system that 
will encourage the full exercise of in 
dividual judgment and ability at every 
level of the business, since people lose 
enthusiasm for their work if they are 
required to live by the rules too closely. 

Try to design every job so it has ele 
ments of harmony, and also of chal 
lenge. 

Provide good leadership—‘the real 
key to success in office management.” 

The basic foundation of such leader 
ship, he said, is justice. “The leader 
with a real sense of justice and fair 
ness 1s more concerned about the treat 
ment accorded those he leads than he 


is about the authority he has over 


them. 


the Best tx 
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The Largest Rubberizers of Cloth in the World — 


For More Information From Advertisers Ute Readers’ 


grounds, 


annex extending back trom the 


Inquiry Coupon on Last Page 


Ford— 
(From page 37) 


As with so many other of the most 
progressive new othces, many Ot the 


most striking features of the new 


Dearborn establishment are found in 
the employee facilities provided. Be 
side the indoor garage, there is a 
parking lot for employees directly be 
hind the service annex which can ac- 
1900 cars. 


go directly from their cars to a con- 


commodate Employees can 


annex which leads 
lobby 


is maintained for the purchasing de 


course in the service 
to the main lobby. A separate 
partment, which also has its own park 
ing lot for vendors’ cars, and still a 
third lobby lor visitors. 

Landscaping on the ninety-acre Site 
yives the LT pressive 


ful setting. 


| y og . 
building a prace 

ve ) 7 . 
Over 320 large trees, in 
Amer 


ican elm, ash, oak, and maples were 


cluding honey locust, sycamore, 


planted, and nearly as many smaller 
trees flowering 


ash, crabapple 9 and hawthorne. More 


dogwood, mountain 


than 700 shrubs were planted on the 


while both the roof of the 


main 


CANTON, MASS. 
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BEFORE.... 


You Buy The Safe You Need— 


CHECK the functional features 
of the VICTOR ill LINE 


CERTIFIED FIRE PROTECTION: Your records 
inside a Vicvor “600 Line” safe get Certified pro- ba 
tection for a period of at least one hour in the midst of 
flames and heat reaching 1700°F. The safe could drop 
30 feet through a burned out floor and still protect your 
records. Every VICTOR safe bears the one hour Certifi- 
cation labels of the Underwriters’ Laboratories and the 
Safe Manufacturers National Association, You can de- 
pend upon the degree of protection indicated by these 
important labels. 


COMBINATION LOCK AND HANDLE: [ 


Exclusive one-unit design of combination lock and 
lift-up handle means extra convenience and maximum 
security. The offset spindle design together with 
4-tumbler construction make this lock manipulation re- 
sistant and give you the added Underwriters’ Labora- 
tories T-20 Certification label for a 20% reduction in 
burglary insurance rates on the contents of the safe. 
An extra 10% reduction in burglary insurance rates is 
possible with the Underwriters’ Laboratories Relocking 
Device Label which is also affixed to every Victor “600 
Line” safe. 


APPEARANCE: Exclusive hidden door hinges [4 
actually inside the safe, smoothly rounded corners 

and edges, and concealed swivel casters make the de- 

pendable Victor safe an eye-pleasing addition to any ae , : ; 
modern office. Four attractive color finishes permit VALUE: You iu find no sgn sn eg with quality 
smart color harmony in the décor of your office. in the construction of any VicTOR safe. The safety 

. ss of your records and the utility of the product are our 
foremost considerations. Point by point feature by 
feature, the Victor “600 Line” safe gives you top value 
for your dollar investment. We welcome detailed com- 
parison with any similar product on the market. Many 
years of VicTor product performance is your best 
recommendation, 


SPACE: Four practical sizes are suited to meet [~ 
your space needs. The small 616 provides 1.42 

cubic feet of usable space while the large 633 provides 
5.26 cubic feet. Adjustable shelves are available in the 
627 and 633. 


Before you buy the safe you need — see the famous VICTOR “600 LINE” of certified safes. 
ASK YOUR LOCAL VICTOR DEALER OR WRITE TO 


Mlemington Fland » 


VICTOR! DIVISION OF SPERRY RAND CORPORATION 
—_ 


315 FOURTH AVENUE NEW YORK 10, WN. Y. 
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office 
management 


announces a new high 


in 
ABC 
paid 


circulation 


24,000 


NET PAID 


with the November 1956 issue* 
23,000 24.000 


20.332 
14,053 


10,211 


MAY 1953 MAY 1954 MAY 1955 MAY 1956 NOV. 1956 


*Sublect to ABC Audit 
The Growth Publication 


in the Growth Office Market 
OFFICE MANAGEMENT maintains its 


pace as the fastest growing publication for 
Management Executives ... with the largest 
ABC circulation by far, in the big office 
market, through sheer editorial value! 


For instance, it has long ago seized the 
initiative and is the spearhead for Automa- 
tion in the office; is always first with the 
practical “know-how” on office systems, per- 
sonnel, office layout, product news, Tools 
of the Office. It sponsors the Office of the 
Year Awards. 


IN PREPARATION—1957 YEARBOOK 


Published as a mandate from management 
executives concerned with office administra- 
tion. The only publication of its kind in 
the field--acclaimed for its comprehensive 
review of the revolutionary changes taking 
place in office techniques, machines and 
equipment — and for its coordinated cata- 
logtype data. The “57 YEARBOOK will 
have a bonus distribution of 7000 in addi- 
tion to the 24,000 A.B.C. paid circalation. 
Regular rates apply. Published as a separate 
13th issue. Reserve space promptly. Pub- 
lished in March. Closing date, January 15. 
Write for brochure, “The Offiee Market and 
How to Sell It.” Yours for the asking! 


@® Office 
management 


212 Filth Avenue, New York 10, WN. Y. 
Geyer-McAllister Publications 
Publishers since 1877 


building, and areas around the two 
story penthouse which tops the main 
building, were also planted with smal] 
trees, shrubs, and flowers. 

In addition, an open court area near 
the ground fleor employees’ lounge 
was made into a flower garden. Thus, 
workers nearly everywhere in the glass 
enclosed building have restful and 
pleasant scenes surrounding them 
wherever they are, 

Designed by Skidmore, Owings, and 
Merrill, the building, with its clean 
stark lines relieved outside by the land 
scaping, and inside by the use of dec 
orative touches ol marble and wood, 
and a generous use of art, achieves in 
“very way the objectives set by the 
planners in the very beginning—"to 
achieve good design, function, dur 
ability, and a sense of integration with 


the structural architecture 


“Round file” 


(From page 34) 


There will still be a substantial saving 
of typing and filing. 

This may sound “much ado about 
nothing’; but in the long run, typists 
are paid for key-strokes, and Figure 
3 shows that the saving of key strokes 
can be really substantial. In this case, 
we tried to do what is often very 
difficult in the rush of daily business 
take the time to make the reply as 
short as possible. In fact the savings 
might be greater; the memo-torm an 
swer, written under pressure, might 
be longer—two or three words in the 
middle of a memo sheet look inad 
equate, wher« they would merely look 
concise at the foot of the orig nal com 
munication, 


We are still left with the problem 


ol correspondence that must be formal 
when originals and COplEs have to be 
used tor communication and reply. 
Normally they would be filed until 
the regular transier time, mo ed (and 
not without cost) to stor ive, and 


eventually ilter perhaps a om per 
cent chance of ever seeing the light 
of day again—they would be destroyed. 
people 
would be qualified to say whether the 


Except for the originator, tew 


papers fall into a category that yus 
tifies this handling or not that 1s, 


unless they are invoices or some other 


stereotyped document that falls neatly 


into a retention and destruction plan. 


This constitutes, alter all, the bulk 


of the filing problem. In essence it 


might be called the “curse ot carbon 


paper . If it were not so easy to make 
extra copies of anything, we should 
not face the “awe-ful” question, “Dare 
Instead, 


would be, “Do we have to go to the 


we throw this away?” 


trouble of making a file copy of this’ 
Making originators responsible 


Some companies have gone a long 
way towards freeing themselves of this 
carbon-paper slavery. It is no longer 
an automatic procedure to file copies 
ol everything everyone types, as a mat 
ter of course, The originator is re 
quired to make a definite, positive 
decision if a document is to be filed 
at all, and for how long (except for 
certain special categories such as those 
mentioned above). His authority 1s 
needed before any document may be 
filed and he is not permitted to give 
a general authorization: each individ 
ual document must be stamped and. 
initialled. 

Of course, this method would be 
Loo costly to apply to senior execu 
tives whose every moment 1s filled: 
but their secretaries are normally ex 
perienced people who can discharge 
this duty for them. For others, if they 
have time to dictate, they have time 
to decide on retention of copies. Some 
people may still make it a habit to 
have everything they write filed; but 
in general, co-operation can be ex 
pected if the object is understood, O} 
fenders will stand out by contrast. 

The object, ot course, 15 partly to 
save filing costs, but it 1s also to save 
the expense and annoyance of hunting 
through masses of unnecessary papers 
to find the one vital one that gets mis 
placed from time to time even in the 
best-regulated filing system. 

Mavbe even the most. strenuous 
efforts cannot reduce the volume 
of filing enough to make that task 
easier when it occurs; but even a 
small percentage saving allows more 
time for the filing staff to concentrate 
on keeping the system streamlined 

For example, it may enable the staff 
to de velop better indexing methods; 
subdivision of the “Miscellaneous” 
files that always make a trap for the 
unwary; to yive more time to super 
vising the novices who are often the 
hest help they can get; and to control 
issues and recoveries of important doc 
uments with greater thoroughne Ss. 

Time made available for these tasks 
will pay off handsomely in reducing 
the high cost not to mention the 


frayed nerves resulting trom mis 


filed papers. 
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See the choice you get in these 


All-New DAZOR Desk and Table Lamps 


Lighting in keeping with this richly appointed office is supplied by Dazor's 
Swing-Arm Model 1056 on the desk and a Single-Arm Flexible-Arm Model 1058 
in the background. Finish of both is frost-green baked enamel over bonderizing, 
combined with brass; on special order, frost-tan combined with brass. 


Fine Executive Lighting 


For a functional lamp that harmonizes with modern office decor, 
consider the new Dazor Swing-Arm model. It moves easily to the 
desired position, provides restful indirect lighting over a broad area. 
Also, examine the new Floating-Arm model with its compact reflector, 
diamond-shaped base and unrestricted light placement. 


Smart Decorative Lamps 


To illuminate and dress up the smaller desk, reception desk or table, 
three additional new Dazors provide the proper touch. Flexible-Arm 
models—both Twin-Arm and Single-Arm—allow wide latitude in arm 
arrangements. The new Rigid-Standard Dazor is a companion to the 
Swing-Arm model. These lamps are just right, too, for institutions, 
dormitories, motels, hotels, TV rooms and dens. 


Air-Cooled for Comfort and Safety 


All five new Dazors are incandescents with Air-Cooled Reflectors- 
comfortable to have around you and safe to touch. Helping you see 
efficiently with individually controlled lighting is the aim of 
Authorized Dazor Distributors and their Dealers. Ask your supplier 
now about the newest lamps. Dazor Manufacturing Corp., 4481-87 
Duncan Avenue, St. Louis 10, Missouri. In Canada: Amalgamated 
Electric Corporation Ltd., Toronto 6, Ontario. 


ONLY QUALITY FIXTURES COME FROM 
THE MAKERS OF 


Pazor FLOATING Lamp, 


FLUC RESCENT and 
DECEMBER 1956 


INCANDESCENT 


Information From Advertisers Use Readers 


For the desk occupant who desires unrestricted 
control of light location and volume, the dis 
tinctive Dazor Floating-Arm Model 1057 
above is the answer. Its diamond-shaped base 
has beveled edges. Finish is frost-green; on 
special order, frost-tan 


7 


Simplicity of design and restful indirect light 
ing are characteristics of this Dazor Rigid 
Standard Model 1055. Finish is frost-green; on 
special order, frost-tan. It is a natural mate 
for Swing-Arm Model 1056. 


Varied arm arrangements are possible with 
Dazor's Twin-Arm Flexible-Arm Model 1059 
Frost-green, combined with brass; on special 
order, frost-tan combined with brass. 


Last Page 79 
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Again, this may seem much ado 


al 


yout very little. It is not likely that 
a tenthousand dollar contract will be 
lost through a mis-filed paper. But 
how often do expensive accounting 
sections waste hours or even days try 
ing to balance accounts that will not 
balance because of a misplaced vouch 
er? Or how often does Sales and its 
related staff have to re-calculate esti 
mates because comparable cases just 
do not happen to be on file where they 
should? These are only two of the 
many ways in which filing errors can 
really build up hidden COSTS. 

The less filing, the less the cost of 
equipment, staff and space for it 
and the less errors. Is all your hling 
really necessary? Can you fit some of 


your square files into round baskets? 


Westinghouse 
(From page 40) 


Reyional Sales Office; and Part 7 to 
the customer if any item has been 
back-ordered A single invonwe torm 
may be inserted in the set should the 


customer require an extra COpy 


Force helps 


keep the 
IG 


oct 23°56 


handle 


FORCE MODEL 450 
Standard Date - Keeper 


AUTOMATIC ACTION 


| dec 23 1963 ' 


FORCE MODEL 400 
Small-figure Date - Keeper 


A self-inking, 
small-figure, 
metal dater 

that's perfect for imprinting 
* dates in small spaces 


—— 


Automatic date changes with 
a touch of a lever 


operations. 


> 
fl 


he 


80 For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


| } 
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f 


avtomatic self-inking 
for fast, clean, trouble-free dating 


Ds Specify FORCE Date -Keepeu 
WM. A. FORCE 


COmPanr InNCOePORATEO 
DIO NICHOLS AVENUE, BROOKLYN &8.hH.Y 


As a result of the invoi ing opera 


tion, two by produ t five-channel 


punched paper tapes are created. These 


Py 
vecome the liiciines of the system, 
irrying the data, in a “common lan 
guage, to all other points. By batch 


ig orders, we are able to get a con 


tinuous tape tor one shipping 
thus speeding up transmission, and 


reducing operator attendance for each 


point, 


ma hine, 


Invoices, orders, and the correspond 
ny number one tape are clipped 
together, routed through two proot 
readers for checking the 


typed data, and placed in an outgoing 


manually 


vasket. An operator then inserts the 


tape in a Teletype Model 19 for trans 
mission to the appropriate shipping 
point. As the transmission takes place, 


a “hard copy” of the bill of lading is 


1utomatically prepared on our ma 


hine. This 1S checked with the order 


lor accuracy, At the receiving end, a 


leletype Model 15 automati ally types 
ip a five-part Bill of Lading, plus a 
stencil for labelling purposes. 


The bill of lading form is also a 


ontinuous set. Part | is used as a 
1] | 


) | 


ne ofl inal bill 


y 
rip’ 


nw 


to the customer: Part 


is the shipping order; Part 4, a memo- 
randum copy, is held at the shipping 
point for its Trafic file; and Part 5, 
a second memorandum copy, 1S sent to 
General Accounting at Lima. 

The shipping point now has all the 
authorization it needs to ship mate 


rials, plus the necessary forms and 


labelling stencil, all complete with no 


extra typing on its part. But there is 


I 
still more to come. 

Jack at Order Service in Lima, we 
pick up another tremendous asset of 
the system—the second by-product 
tape. This one, made by an auxiliary 
punch at the same time as the first one, 
is the cost and billing operation tape. 
By coding the edge punched cards only 
the information needed for those oper 
ations is incorporated in this tape. It 
is removed from the punch about twice 
a day. Consequently, we can send 
bout half the day’s data at one time 
on a continuous tape, 

The coded data are transmitted to 
the Tabulating Department at the 
Lima Plant and are used there for Ac- 
counting and Statistical purposes. Pick- 
ed up there by an ROTR (Reproduc- 
ing Only 


Typing Reperforator), a 


second tape is made. The result of this 


THE NEW 


PRES 


Easy to 


Available in 
Walnut 


171 Second Street 


Manufactured 
543 South Rockford 


| 


ACCLAIMED—the most beautiful desk sets! 


Bronze or Chrome 


Western States contact ARCH K. ANSTY COMPANY 
Exclusive Western Distributor 


IDENTIAL 
By C hangepoin/ 


Walnut 


Available in 


Bronze or Chrome 


San Francisco 5 


by CHANGEPOINT, INC. 


Tulsa, Okiahoma 
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ADDO-X's light-as-a-dove's feather touch, 

short key action — minimizes finger travel and 
saves operator's energy. The STEP-O-MATIC 
lever offers you calculator performance at 
adding machine cost when multiplying. No other 
adding machine is so saving of your operator's 


time and energy. Write for literature?. 


ADDO MACHINE COMPANY, INC. 


145 WEST 5/TH STREET, NEW YORK 19, N. Y., CIRCLE 5.0940 


WEST COAST BRANCH 


WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD 
LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 56.2247 


; Also on our NEW two register machine. 


For further details mail this advertisement with your letterhead. 
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lape4o-ta pe operation is to integrate 
the punching of tab cards with the rest 
Run through an IBM 


O47 tapetocard printing punch, one 


of the system. 
“common language” is translated into 


another-—-this time, pune hed cards. 
‘Two decks are made. One is held by 
Tabulating as an open order file; the 
second is relayed to General Account 
ing, and there held until the account 
ing Copy of the invoice is re ceived and 
face sheeted. The cards are then pulled 
to match the invoiced items and sent 
to Tabulating, Tabulating — relieves 
its open order file and uses the cards 
for cost and billing purposes. Betore 
IDP, all tabulating was done by manu 


ally punching the cards, and there 
were two such time-wasting operations. 

The Process 18 usually completed the 
following day. At a designated time 
each day, shipping points transmit to 
Order Service in Lama a_ line-byine 
report of the previous day's shipments 
These one-line reports contain the gen 
eral order number, date of shipment, 
item number, chart number, quantity 
shipped, invoice-shipping memo num 


ber, and the Invoices are 


‘ he ‘ ke d 


tributed 


carrier 


against this list and dis 


Your Letterhead 


choose it with care 


ermanent and 
nstant salesman © 


There are, of course, variations 


played on the above out ined opera 
tions, depending on the type of order 
received. Most of the differences occur 
in the 


take § 


stages before mechanization 


over. If, lor instance, some 


ordered items are “nonstock” or re 


quire spec ial manufactur ng, the order 
| 


will follow a different route. It may 
be held up by Stock Control until a 


suflicient number of the item required 


is in stock; or it may have to go 


through the Correspondent who makes 
| 


all the arrangements for special manu 


facturing. Eventually, however, the 


order will reach the IDP operation 


and follow the same cours i any 


other order. And these delays are not 


nearly what they used to be. 


System in full operation 


The system is now work ny smooth 


ly, although changing over to an efh 


cient, time-saving Operation such as 


this is never done overnight There 1S 


1 great deal of advance planning to 
be done and plenty of work 
John Singleton, Lima 
engineer; Louis Stern, Pittsburgh Staff 
Assistant to the Director of Office 


Methods and Procedures; Lloyd Con 


Procedures 


F 


Order 
Supervisor, 


nor, Supervisor of Industrial 


John 


Accounting; and 


Service; (Canavan, 


General I were 
charged with the task of bringing 


Working 


with representatives of The Standard 


about the improvements. 


Register Company, we were able to 
design efhicient froms which eliminated 


waste typing time and gave us more 


flexibility. In addition, we were able 
to see IDP in action at its Work- 
shop in Dayton. We made three trips 


iltogether one to see the theory be 


hind IDP: a second, to see how our 
particular forms and proposed equip 


ment would work; and a third to 


show top management what the re 


sults could be. We, therefore, knew 


well in advance just what to expect 


ind how to operate the proposed 
system in order to get the most efh 


| 


ciem and effective results. 


Now that we have installed the 


basic system, we can foresee even 


greater improvements in the months 
to come. What pleases us most, how 
ever, is the improvement in customer 
service. This is important to us, as it 
is to any business. And we feel that 
no matter how good such service 1s, 
always room tor 


there 1S inprove 


It’s so 
easy to use! 
Punches all 

three holes at 


a single squeeze. 
No adjustments, 


no gauges, nothing to mark 
just insert paper and 
squeeze! Strongly made of 
steel; accurate and trouble- 


USE EXTRA BULK 20 LB. 


ENPACO RAG BOND 


WITH MATCHING ENVELOPES 


costs mo more == 
SWATCH 


ENVELOPE 4”0 PAPER CORPORATION 
480 CANAL STREET NEW YORK 13,N.Y. WORTH 6-2886 


For More information From Advertisers Use Readers’ Inquiry Coupon on Last Page 


THOUSANDS 


free. Finished in handsome 
hammertone gray and red. 
Only $4.00 each. 


J ‘oe hei 
+ ty 


used by nation's largest 


industrial corporations, jovernnent ', 


departments, armed services. Ask 
your stationer or office supply firm for 
samples ond prices on 3-hole and 
other CLIX PAPER PUNCHES. 


NEW ENGLAND PAPER PUNCH CO. 
NATICK, MASSACHUSETTS 
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WEATHER CLEAR, TRACK FAST  Ctear visibility when M&V 


carbons make the copies; fast, accurate tracking when M & V ribbons print 

the type @¢ Seventy five years of know-how plus a watchful eye every step of 

the way produce SILK SPUN, M & M, TAGGER, and PLENTY COPY matchless carbon 
papers and their matching typewriter ribbons @ Speak to your stationer. Order the 


M & V carbon and ribbon made to do your job. Call him today, or write to: 


MITTAG & VOLGER, PARK 


DECEMBER 1956 


inc. RIiOGE, NW. 4. + TELEPHONE: PARK 
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hro i e disco r th po pilitive 
, 

o| further mechanization, and as new 
deve opment and deas sprout, we 
can join the rest of the corporation 
in inp to oul ustomers “Watch 
. ‘ ' ' 

Westinghouse—where big things are 


hap 


ening to 


Overtime 
(From page 45) 


tutory minimum of course) and $1.12 
P ' 

respectively. Since the ofhec employee 
has alre aly received straight time com 
pe nsation on a salary basis for all hours 
worked, only additional half-time pay 
is due, 

To clarify and simplify this, for the 


first week the office employee should 


No mistake about it—-this 
gleaming white-polished 
EraserStik makes all the 
difference between — ‘Nice 
work, Miss Jones!’ and an 
angry rebuke. 


vs.a.7099 


LE 


ALL SERV 
oS oe 


Because EraserStik erases 
without a trace, leaves no 
ghosts to give the Boss fits, 
No wonder every Secretary 
and Typist in our office is in 
| love with her EraserStik. 


Remember, it isn't a gen- 
vine EraserStik unless it has 
the A.W. Faber imprint. Call 
your Stotioner today. 


rn GRASERSZIK 


| 


A.W. FABER-CASTELL 


PENCIL CO. INC NEWARK 3.N J 


he entitled to ix paid 546 lor the } irther nore, il, in iddition to the 
second week $49 ($46 plus 6 hours @ earnings at the hourly rate, a produ 
0) cents or 40 hours @ §$] plus 6 hours tion bonus of say, $4.60 is paid, the 
(a $1.50; for the third week $50.60 regular hourly rate of pay 1s therefore 
($46 plus 10 hour fa 46 cent or $1.10 an hour (46 hours @ $1 yields 
1) hours (@ 92 cents plu 10 ho $46: the addition of the $4.60 bonus 
Gi $1.35); for the rourth vecK ap makes a total of $ ).60: this total d 
proximately $46.56 ($46 plus 1 hour vided by 46 hours vields a rate of 
(a, 56 cents or 40 hours (@ $1.12 plus $1.10). So the office employee is then 
| hour (@ $1.68). entitled to be paid a total w ige ol 
Method 3 Office Hourly Rate Em $53.90 for 46 hour (46 hours (a 


$1.10 


plus fy hours (mm YD) cents, or 4() 

ployee Ii an employee in your office grt : : i : 
' , ' hours (@ $1.10 plus 6 hours (@ $1.65). 

Y nployed soiciy on the basis of a . 
invle hourly rate, the hourly rate is Vethod 4 Office Pieceworkers. When 
his “regular rate. So, tor his over in ofhice employee is ¢ nployed on a 
time work he should be paid, in addi iece-rate basis, his regular hourly rate 
I } pu 

tion to his straight-1 hourly earn of pay should be computed by adding 
ings, a sum determined by multiplying together his total weekly earnings 

sor , . , 
one Nall the hour rate by the number Irom such piece rates ind ali other 
ol hours actually WorTke im CxXces oO! SOUTCES including bonuse ind any\ 


10 in the week. For instance, a $1.00 ns paid for waiting time or other 


hourly rate will bring, for an office hours worked, except statutory exclu 


employee who work ivy 46 hours. a sions. This sum is then divided by the 


1 ‘ 
total weekly wage of $49.00 (46 hours number of hours worked in the week 


(m $) pl is 6 hours ( 50 cents). In for which such compensation was pal 
short. the ofhice employee hould he to vield the em plovee’s “regular rate” 
entitled to be paid an amount equal for that week. So, for his overtime 
to $1 an hour for the first 40 hours work the employee should be entitled 
and $] 1) an hour for the 6 hours of to lx paid, in addition to his total 


overtime, or a total of $49. weekly earnings, a sum equivalent to 


Eraserstik — 


aA new BINDER ror 
“OFFICE MANAGEMENT” 


Protect your copies of 
OFFICE MANAGE. 
MENT with these modern 
Vulcan Binders! Each 
binder holds six monthly 
issues and the annual 
YEARBOOK issue of 
OFFICE MANAGE.- 
MENT. Binders are made 
of heavy-weight board 
and are covered with dark 
blue, drill quality, imi 
tation leather stamped in 
gold foil as illustrated 
Backbone panel gives 
space for labeling volume 
and year. Individual 
wires hold each issue 
securely, make insertion 
easy. 


Single Binders $3.00 Postpaid 
Two (2) Binders $5.50 Postpaid 


Enclose check with order 


OFFICE MANAGEMENT 


The Magazine for Management Executives 
212 Fifth Avenue New York 10, New York 


For More information From Advertisers Use Readers’ 


Inquiry Coupon on Last Page OFFICE MANAGEMENT 
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always gues you fineat valle! * 


Ultimate Value in Service, a 


R.C.Allen Business Machines, Inc. 


684 Front Avenue, Grand Rapids 4, Michigan 


shew aes tt 


Soe = eT ae 


TYPEWRITERS + CASH REGISTERS - ADDING MACHINES + SAFES: FILES - BOOKKEEPING MACHINES 
More Information From Advertisers Use Readers on on Last Page 
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L Al 
BEST EV | 
OFA | 
BIGGEST DESK VALUE 


Good things don't happen by accident 


And neither does an Indiana Desk. A 


lot 


of planning, styling, and good, honest, 


old-fashioned hard work go into 


the 


making of each “ID desk. That's why 


the famous ID 


trade-mark is sure 


evidence of an all-around better value 


ao desk you can own and use with 


pride. Handsome woods, skilled crafts 


manship, and a desire to give you 


the 


bes! these things are an ID" desk 


Write today for the name and 


address of your nearest 


~ ee  Indiona Desk dealer 


JASPER, INDIANA + U.S. 


Get longer life from loose 


A 


ei 


leaf equipment made better 


by Cesco 


Users tell us they get more ‘mileage’ from 


our equipment. Check on savings possible 


through our quantity discounts. 


Mark catalogs wanted now. “ 


Multi-Rite Pegboard and Section 
Strip Accounting Systems A 
Post and Sundry Binders 8 
Prong Binders D 
Transfer Binders E 
Ring Binders F 
Visible Record Equipment and 

Forms G 
Catalog and Advertising Covers | 
Business Forms, Stock Forms or 

Custom printed J 
Payroll Records La 
Binders for Marginal Punching L 


THE C. E. SHEPPARD CO. 


44.10 2ist St., Long Island City |, N.Y. Est 
ATTACH TO YOUR LETTERHEAD 


1900 


a6 For More 


one-half this regular rate of pay mul 
tiplied by the number of hours worked 
in excess of 40 in the week. But re 
member that only additional half-time 
pay 1s required in such cases since the 
ofhice employee has already received 
straight time 


compensation at piece 


rates for all hours worked Suppose, 
lor example, the office employee has 
carned $46 at piece rates tor 46 hours 
of productive work and in addition has 
been compensated at $1.00 in hour for 
four hours of waiting time, his total 
compensation should be divided by his 
total hours of work to arrive at his 
regular hourly rate of pay. For the 
10 hours of overtime the office em 
ployer should be entitled to an addi 


tional fifty cents per hour 


} 
Combination pay arrangements 


In some instances an office employee 


piece-rate basis 


Wiay i hired on a 
! 

coupled with a minimum hourly guar 

anty. Where the total plece-rate earn 

ings for the week fall short of the 


amount that would be earned for the 


total hours at the yuarantee | ite, the 
ofice employee is in fact paid at an 
hourly rate and the ninimum hourly 


guaranty which he is paid 3 his regu 
lar rate in that week. In the example 


just ited. if an office employee were 


guaranteed $1.10 an hour for produ 
tive working time, he would be paid 
$50.60 (46 $1.10) for the 46 hours 
of productive work (instead of the $46 


carned at piece rates). 


In a week in which no w aiting time 
was involved, the olhice employee 
would be owed an additional 55 cents 
(halftime) for each of the 6 overtime 


hours worked, to bring his total com 
pensation up to $53.90 (46 hours (a 
$1.10 plus 6 hours (@ 55 cents or 40 
hours (a $1.10 plus 6 hours (4 $1.65) 
paid i differ 


ent rate lor waiting time, his regulal 


If the office employes 


rate is the weighted iverage ol the 
two hourly rates. 

Method 5 Office Employee Day 
Rates and Job Rates. lt an office em 
ployee 1s paid a flat sum for a day 
work or for doing a particular job 


without regard to the 


number of 
hours worked in the day or at the job, 
and if he receives no other form of 
compensation for services, his regular 
rate is determined by totaling all the 
sums received at such day rat 
rates in the work week and di iding 
by the total hours actually worked. He 
is then entitled to extra half-time pay 
at this rate for all hours worked in 


excess of 40 in the workweek 


Information From Advertisers Use Readers’ Inquiry Coupon 


on Last Page 


Method 6 Office Employee Working 
at Two Rates. Where an employee in 
your office in a single work week 
works at two or more different types 
of work for which different basic hour 
ly rates—not less than $1.00 an hour 
have been established, his regular rate 
for that week is the weighted average 
of such rates. In short, his total earn 
ings except Statutory exclusions 


rom all such rates are divided by the 
’ 1 i is 11 
total number of hours worked at all 
, 
JODS. 


What 


tory exclusions 


, exactly, is meant by “statu 
payments excluded 
from the regular rate? Many know 
about them, or have heard ot them, 
but may understand little about them. 
Simply stated, the term “regular rate 

at which an office employee is em 


ployed is deemed to include all re 


muneration lor employme nt paid lo, OF 
es , . : or" 
on behalf of, the employee, but shall 


| 
not be deemed to inchude the tollow 
ing 

Sums paid as gilts, such as pay 
ments made for occasional 
vhen no ofhce work is perforin 1 by 


1 ] | ! 
the « n ployee due to vacation, holiday, 


illness, failure of the employer to pro 


vide sufhicient work, and payments 


made for traveling expenses 


You Get Things Done With 
Boardmaster Visual Control 


Gives Graphic Picture of Your Opera- 
tions—Spotlighted by Color 

Facts at a Glance—Saves Time, Saves 
Money, Prevents Errors 

Simple to Operate—Type or Write on 
Cards, Snap in Grooves 

Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc 

Made of Metal. Compact and Attrac 
tive. Over 100,000 in Use 


Complete price 54g50 including cards 


FREE 24-PAGE BOOKLET No. G-200 
Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd St.@ New York 36, N. Y 
OFFICE MANAGEMENT 
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Sums paid in recogaition of services 


pertorme d « 


the payment is to be made and _ the 


luring a Riven period when 


amount ot payment determined at the 


, 


' , 
sole discretion ot the employer and not 


pursuant to any prior contract, agree 
ment, or promise causing the office 
payments 


regularly, or payments made pursuant 


vrofit-sharing, trust of 


1 
employee to expe sucn 


to a bonahiue | 


sa y plan, necting Wage hour re 
quirement 

1 1 
Contributions irrevocably made by 


an employer to a trustee of third per 


son pursuant to a bona fide plan pro 
, 

iding or old-age, retirement, life, ac 

cident, ¢ h insurance or simular 

benents 

| 


Extra compensation provided by a 


remium rate paid for certain hours 


t L 


worked by the office « nployee in any 


| se such hours 


day or work week 
Are hours worked 
day or 40 ina work week or 
ot the employee s normal or 


hours, as the case may 


working 
Extra ompensation provided by 

nb rate paid lor work ”y the 

office employ on Saturdays, Sundays, 

holidays, or regular days of rest, or 

} the work 


nium rate 1s not 


“PLAIN OR PRINTED TO 
FIT YOUR SPECIAL NEEDS 


Smith yj. 


PROJECTING SIGNALS ~ 


Quality—Size 
—Service 
‘Cc 


==> 


and work by flagging vital 
with easy-to-use Smith 
iginal records Larger 
* you to apply signals to 
\ders, pressboard items as 


r letter paper 


are sturdier, last lor jer 


tempered steel, the jaws 


91 printed alphabet 
montns or states 


j ava 


less than one and 


employment contract or collective-Dar, 


rate established i STOP crcanization charts 


, \ 
Work performed In non-overtime hours 


on other days THE 


COFFIELD 
EVERLASTING 


Extra compensation provided by a 
premium rate paid to the ofhce em 


ployee, in pursuance of an applicable 


ORGANIZATION _« 
gaining agreement, lor work outsick CHART wi 


ot the hours established in good taith “BASY TO CHANGE 


the contract or agreement as the A typist, a typewriter and typing paper are all you 

normal veal york week need to keep your chart up to date. It's that simple! 
not over 40 hours—wher ich prem! 
um rate is not less me and one 
half times the rate established in good 


iygreement 


Retroactive pay agreements 


Where a 


aw irded to office employ 


} 


llective-bargaining 
lo mcrease 


othice ¢ loy + Sizes to Fit Any Organization Structure 

* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

* All Parts Are Movable and Re-usable 

* Selves Your Chart Problem Forever 
Write for Pree Dlustrated Polder 
with Price Sechedule No. OM-1¢ 


MANAGEMENT CONTROL CHARTS CO. 


1731 NM. WELLS SY. CHICAGO 14, tL. 


under I Wage 
a retroactive increase 
cents tor each overtin hour hye 


ny the 


| May 


nour in ped ‘oe @ 
° ° ° - + 


PLAS-TA-CARD 


lor pavroll 
ith the lav 


\ periody 


Vroll record 


not your ofthese 


Nout making 


PATENTED 
Self-Guides go thru Tabulating Machines No 


guides to remove! No guides to replace' Make 
your tab cards as fase as the fastest card file, 


o 
Effective Tools for 
Effective Management 


WASSELL ORGANIZATION, INC. 
Westport, 


Please send free Booklet LF-GUIDE 
Name 

Company 

Address 

City State 
SOOCOOEEEEEEE EEE EEEEEEESEEEEE HE EEEEEEE 


@ *eeeeeceeeres: 
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GIFT 


that's 
A REAL 
“CLEAN-UP"! 


Weldon Roberts JET ERASER is the perfect 
mateh-mate for gifts of writing materials——a 
“remembrance” gift, useful and pleasing the 
year-round to executives, 


employees and your 
firms customers. 


USA 
“8 


This conveniem, cylindrical stick eraser is en- 
cased in an attractive, transparent plastic hold- 
er. Tip unscrews so eraser can be moved out- 
ward, Tons for typing, accounting. drafting, 


professional and student use. NOT a mechanical 
gadget! 


| Choice of 
RED RUBBER 
For Pencil Erasing 
GRAY RUBBER 
For Erasing Ink & Typewriting 


GREEN RUBBER 
For Erasing Ball Point Pen & Pencil 


Pocket Clip Style for General Use 
Brush Whisk Style for Typists 
Refills 


: 
i 
of 
| 


| 
| 


Weldon Roberts Gnang 


(gree? Glow 
GEQ we tekh inca 


yy 


WELDON ROBERTS ERASER 
NO. 440 GREEN GLOW 


The ideal all-around pencil eraser and “clean- 
er”. Fine texture, attractive soft green rubber. 
Popular “stubby” bevel shape, KING SIZE. 
(Actual size illustrated). 


@ Larger Use-Surface; 2 to 3 Times the Wear 
, @ Easier to Hold 
@ Less Likely to be Lost or Mislaid 
@ Easier and Quicker to lind on Desks or in Drawers 
A Mighty Useful Paper Weight 
Order these Weldon Roberts Ercsers NOW 
from your stationer. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 


World's Foremost Eraser Specialists 


o 


For More Information From Advertisers Use Readers’ Inquiry Coupon on 


Catalogs, Booklets, Brochures 


for the office 


Voney Chest 
Diebold, Inc., 818 Mulbe 


Tempo i7y Help 
Ma ipower, In 820 N. Plan 
Booklet, The Inside Story of 1 


ell rary neip ser cc 


Waste Rece plac le 


| i¢ Bennett Mig ( .., Alden, 


Bennett line of waste receptacie:s 


T — , 
offices, public buildings, hospit 


Filing System 


kinton Ave., Milwa kee 3. 


emporary Help, describing 


Wassell Organization, Inc., Post & Sylvan Rds., West 


port, Conn. Six page cataleg on tne Spring Dex tem [fo 
converting vertical file cards into a visible record system. 


Printing Calculator Applications 


Remington Rand Div., Sperry Rand Corp., 315 Fourth 
Ave New York 10. Manual No. ¢ 1053 tl, Methods and 


Procedures for Efficient Figureu 


Ol ndividual brochures on the 
lator and its appli ations to var 


krasers 
Weldon Roberts Rubber Co., 3 


on th Weldon Roberts line ol 


fluminum Chairs 


1“ 


Aluminum Seating Corp., 1, 


Ohio. Catalog, Seating Luxury 


ork, containing a n imber 
Model 99 Printing Calcu 


ous business probiems. 


51-365 Sixth Ave., Newark 
.N. J. “They Correct Mistakes in Any Language at 
rubber erasers. (6) 


S. Cherry St., Akron 8 


in a Busine Suit, de 


scribing the Fine-Rest Line of yluminum chair (7) 


Electronic Data Processin g 
Logi { ; Re scar h, In . 141 
Beach, Calif. Data for Decision, « 


800 electronic data processing 


Desk Appointment 


Smith Metal Arts Co., Inc., 172 


‘p N  - (at ‘log No i. on 


Integrated Data Processing 


S. Pacific Ave., Redondo 


Ditto, Inc., 6800 N. McCormick Rd., Chicago 4 In 
tegrated Data Processing 1 Factual Analysis, a 24-page 


booklet on one-writing systems, 
and punched tapes, telegraph 


tron comput rs. 


For further information, use 
page 92. 


Last Page 
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If you regularly address 5 or more 
cartons per shipment, ou can sare 
money and avoid costly errors by address- 
ing multiple shipments as a by-produc tof 
office procedure. 


You can prepare STEN-C-LABLS al the same 
ur invoice, order or bill of lading, what- 

procedure or equipment—manual or 
electric typewriters, electric billing or accounting 
machines, Card-o-type, Teletype or Flexowriter. 


lime as vi 


ever you 


Shipping department makes unlimited impres- 
sions with STEN-C-LABL Applicator direct to 
PANL-LABL on carton or to printed gummed 
labels or tags. All addressing «rrors, mis-shipments 
and repetitive writing are eliminated 


Thousands of dollars are being saved by present 
isers 


Choose the style vi fits into your operation 


1 these conti or unit for 


iS av ailz ible 


Blank STEN-C-LABL 
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med labe tags o 
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Addres 
printed 


ng direct to PANL-LABL 
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WRITE TODAY for FREE brochure show 


ing detailed operation and 
stallalions 


STEN-C-LABL, inc. 


DEPT. OM-12, 2285 UNIVERSITY AVE., 
DECEMBER 1956 For 
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Big let-down sa8 


New Bassick “Diamond-Arrow” Casters 
Will Prevent This! 


“How are the mighty fallen,” a rhetorical question 
in Biblical times, sometimes becomes a painfully real 
question today. Painful for the 


above—and embarrassing for the office manager. 


unseated executive 


Just one of the reasons to put Bassick casters on all 
your office chairs and equipment. They give the easy 
action that ends the need for irritating pushing and 
pulling. 


Other reasons for Bassick glides and casters in an 
office, 
move and the way they protect expensive floor finishes 


of course, are the quictness with which they 


and carpets. And once you've got sturdy, well con- 


structed Bassicks installed, you can forget about them 


Ask your office appliance dealer for Bassick casters 
The Bassick Company — 
Bridgeport 2, Conn. Jn 


Canada; Belleville, Ont 


BASSICK CHAIR CONTROLS are an 
other office favorite. The exclusive 
Flo-Tilt control above is a rubber 
torsion unit that can't squeak, pro 
vides the smoothest, safest tiltir 
dction ever. See your dealer about 
chairs with Flo-Tilt or conven 


tional Bassick tilt controls 
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SHARPER 
CLEARER 


COPIES 
FROM 


DIRECT PRINT 
COPY MACHINES 


with master sheets of 


Patapar” 
Translucent 
archme nit 


These mas sheets are a special type 
of Ras Vegetable Parchment 
scientifically designed for direct print 
copy machines. Quality controlled 
texture and correct, uniform trans- 
lucency assure superfast transmis- 
sion of the ultra violet rays, There is 
no diffusion. The result is speedier 
operation, and infinitely clear, sharp 


copies. 


PATAPAR TRANSLUCENT PARCHMENT 
has a perfect surface for printing 
with opaque or regular inks. It is ex- 
cellent for typing, pen and pencil 
entries, artists sketches or drawings. 
SEND FOR SAMPLES Write on your 
business letterhead for brochure of 
testing samples. Name of nearest 


distributor on request. 


Paterson Parchment Paper Company 


Bristol, Pennsylvania 
Sales Offices: New York, Chicago 


West Coast Plant 
Sunnyvale, California 


Headquarters for Vegetable Parchment since 1885 
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Ask your stationer to show you the 


Gsterbrook 


DESK PEN SET with 
The PEN THAT FILLS ITSELF / 


ond lets you Oo 
chaose the right point Se —F | 
. by number 


for the way you write.. 


CLASSIFIED ADVERTISING 


Rates sre 20c a word. Minimum charge $3.00. Payable in ad- 
Box Number ads c/o OFFICE 
New York 10, N. Y. 


vance. Address replies to all 
MANAGEMENT, 212 Fifth Ave., 


For Sale or To Buy 


The Esterbrook Pen Company, Camden 1, New Jersey 
THE ESTERBROOK PEN COMPANY OF CANADA, LTD 
92 FLEET ST., EAST, TORONTO, ONTARIO 


peti ENGRAVED 
Leyes rls ADS 


DIES ano PROOFS $ Te» 2 20 
Gore BUSINESS CARDS 


ENGRAVED 


500 $11 ¢ 1000 $15 QL aia 
BUSINESS ANNOUNCEMENTS 500 ONLY $28 COVERS 


CLIP YOUR LETTERWEAD TO THIS AD... (3° }.mRY 
MAIL FOR FREE PROOF - 


DEWBERRY ENGRAVING CO. 


607 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
Worth their weight in gold 


at INCOME TAX time 


@ ONLY definite, item 
ized records of business 


Business Opportunities and Services 


FRANCHISE-PROFI INAL MANAGEMENT SERVICH 


OFFICH hKOULPMEN 
Office Mac N H 


Education Sect Market Street, San I 


ORDER OPPORTUNITY } 


] travel expense allow 
~~ j saie deduction! Ir 
mn BEACH'S they're kept 


easily~items entered as 


Weekly and 
Monthly Books, 
Weekly Sheets 


USE INQUIRY COUPON 
NEXT PAGE 


Sturdy, Conven- 
ient, Complete 
Vest-pocket 

e Size 


| incurred. Thousands ol 
firms use BEACH'S for 
uniform, permanent 
records. 


stationers; of write 


BEACH 
PUBLISHING CO. 


19829 W. McNichols Rd. 
Detroit 19, Mich. 


At your 


HIGH PRICES PAID 
FOR 
USED BOOKKEEPING MACHINES 
CASH REGISTERS—BRANDT COIN CHANGERS 


FAIRGATE 


RULES & DRAWING AIDS OF 


HARD ALUMINUM SY 


area 


140 WEST 42nd STREET, NEW YORK 36, aw Re 


L. A. PEARL CO., Dept. 12M TITTTI Ty 


j 
NATIONALS—30612 (120) (124-2X) REMI NGTONS 685-E or F s¥-180 Ory ry y > . 
18 AB 3-50.000 and over 000 and over ~ _— 
BURROUGHS — 7200 M-2/5 M-222 CASH REGISTERS—4064 (4-16) Or daselealalet tlalcetalal ial - . 
M-235 M-806 1500, 1900, 22010, (123) (24) . 
“tan F-100 F-200 F-300 — FISHERS—CAX43EK 72300 Modern, time-saving, double duty. In 
Cc 0 and over . 
as : special sizes fo ice 
NATIONALS—31-10-10(22) 26 BRANDT COIN CHANGERS—<'s a - for office use. And they 
A-2198 (64 up) (Il) (12 60. 6! 00. 101 50. 200 20! cost no more ) 
Advise complete mode! aud seria! numbers for our quotation if aad 
prices are acceptable, we would send our check Ia edvence end hove THE FAIRGATE RULE CO. 
the equipment picked up, uncrated, by our forwarding agent y Cold htt On-Hudson, N. Y. 


aa @e 


=] 
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: INQUIRY SERVICE 


For Subscribers to OFFICE MANAGEMENT 


This service is provided for the con- 


Ki venience of Office Management Execu- 
tives in obtaining complete inform- 

, tion on the products advertised in 
2 this issue. Advertisements are identi- 


me fied by their respective page numbers. 
Fractional page advertisements are 


ny further identified by the initials of 
- the advertiser. 
ks Md . 

Simply circle the 


j On New Products respective numbers 
® in coupon below 


Obtain New Catalogs 
Just circle the numbers on which you 
and Helpful want further information; fill in your 


name and address below, tear out and 
mai! to Office Management. Our office 


Literature will forward your inquiries promptly 


to the companies concerned. 


Ayr SEND OFF THIS BLANK... FOR PROMPT SERVICE 


— ll Clee eC EE EE ee EE ee ee eee eee eee ee 
7 ’ ‘Eg ~~ Please forward to the respective companies, our request for 
: OFFICE MANAGEMENT further information on the items we have circled below. 
There is no obligation to us for this. We understand this is 
212 Fifth Avenue, New York 10, N.Y. a service to us as a subscriber. 
DELCEMBER 1956 ADVERTISEMENTS 
(Circle respective page numbers on which ads appear) 
DECEMBER 1956 
9 : : » 
2nd Cover 18 48 AVR 85 NEW PRODUCTS ITEMS 
Srd Cover 10 60 st TL CATALOGS AND OTHER AtDS 
th Cover 20 71 RO CES « : ; 
‘ (Circle respective item numbers) 
3 21 72 SOS 
ats i 22 73 87 WO! A.1 B-1 "Ye 1)-1 | 
2 6 23 75 PBI S7 MC \.2 B-2 OF, 1)-2 2 
+i 7 24 75 BWE RT CCS \ 3 B23 C3 1-3 ; 
le s 25 76 SS \-4 BA (C-4 L)-4 1 
y vt 77 SO SC] A.5 B-5 ( 1) 
10 2s 79 SY 16 , A B-6 C-6 1-6 6 
11 iY SO WAIT on A_7 B-7 oy j 1)-7 7 
12 60 SO CT Ol bP A_8 BS (Ss N 
13 63 81 a1 DEC 9 
“ 15 fi) k2 EP ol BP 0 
\ th 7 82 NEP Ol FRE 
17 6s BEE S3 91 LAP 
si AW! 
5" Name Title as 
December 1956 Issue, 
Company : 
ompe Office Management 
OO. civ csasviasseves 
- ; This inquiry form good 
City... Zone State until Jan. 15, 1957 


Number of Office Employees (all departments) 
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Typing... 


— 


before such Goiden Ease, 
such speed, such print-perfect results! 


_ Now, The Gobklen Age of Golden Touch! Suddenly 
(as if you'd put on “magic gloves’), your hands 
have exciting new precision with glorious, new 
typing ease. The new Underwood Golden Touch 
_ Electric sharpens your skill; saves your strength and 
precious time as no other kind of typewriter can. 
And for “Him”. . . truly print-perfect letters, with 
carbon-after-carbon-after-carbon print-perfect, too. 
P.S. Call your Underwuod office today. 


See the Golden Touch Electrics in 5 smart new ecclors. 
E _ Underwood Corporation, One Park Ave., New York 16, N.Y. 


new...underwood olden Jouth. 


Finger-Form Keys... .for surest contact, smoothest typing. 
Keyboard Margin-Setsing ends wasteful hand-travel. 
Muiti-Carbon Dial... gets you set for up to 20 clear copies. 
Electric Ribbon Re-Wind..... ends messy ribbon-change . 
Cushioned Power for wonderful new, day-long quiet. 
Automatic Carriage-Return. . .ends tiresome carriage-fling . 


Personalized Type Styles. .......for distinguished letters, 


u nderwood. he it et it Qi 
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